DEPARTMENT OF THE NAVY

NAVAL FACILITIES ENGINEERING COMMAND
200 STOVALL STREET
ALEXANDRIA VA 22332 2300

NAVFACINST 7320.3B - CH-1
FAC 915

NAVFAC INSTRUCTION 7320.3B - CHANGE -1 20 03 1995
From: Commander, Naval Facilities Engineering Command
Subj: MANAGEMENT OF PROPERTY

Ref: (a) UNDSECDEF memo of 28 May 1996
(b) ASSTSECNAYV (FM&C) memo of 18 June 1996

Encl: (1) Revised pages II-2, 3, 4, 5, and 6

1. Purpose. To provide Command policy and procedures for the management of minor property
accountability with regard to the dollar threshold promulgated by references (a) and (b), and to
clarify responsibility for property pass management.

2. Background.

(a) References (a) and (b) raised minor property accountability dollar thresholds from the
previous level of $300 to a revised level equal to the upper threshold of the micro-purchase
threshold (currently $2,500). References (a) and (b) also state that “DoD Components may

* maintain property control records in property management systems for ‘pilferable’ material
costing less than the micro-purchase threshold.”

(b) Management and level of responsibility for property passes were not previously addressed.

(c) The term Federal Information Processing (FIP), as defined by the Federal Information
Resources Management Regulation (FIRMR), was abolished by the implementation of the
Information Technology Management Reform Act (ITMRA) of 1996. The term Information
Technology (IT) replaces the term FIP.

3. Action. Addressees shall replace pages 11-2, 3, 4, 5, and 6 with enclosure (1).
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Vice Commander
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SECTION II - DEFINITIONS AND TERMS
The definitions and terms pertinent to this instruction include guidance and policy.

ACCOUNTABILITY. All personnel (military and civilian) are accountable for the safekeeping of
government-owned leased or borrowed property that is provided for his/her use. Personnel will be held
accountable for negligence regarding damage or loss of property provided for their use.

ACCOUNTABLE PROPERTY. Accountable property is Navy-owned personnel property acquired for use at
any Navy Activity to support the Activity’s mission or functions. Accountable property does not include “material
or supplies” that are normally consumed or expended in their use. Accountable property may be acquired by direct
(internal funds) or indirect (sponsor/customer funds) purchase, salvage, transfer from another DOD activity or
disposal facility, donation, or it may be gained “found” in an inventory (special or triennial) or
developed/manufactured by government employees. All accountable property is to be tagged with a Government
ID Tag number regardless of the method of acquisition or previous accounting determinations. All accountable
property will also be recorded in the using Activity’s plant property or minor property database as appropriate.

AUTOMATIC DATA PROCESSING EQUIPMENT (ADPE). (See Information Technology (IT) and
Federal Information Processing (FIP) Resources.)

BAR CODE. A label that is affixed to accountable property and shows NAVFAC/activity ownership, a unique
identifying number, and code which can be read by bar code scanning equipment.

COMMUNICATION EQUIPMENT. (See Information Technology (IT) and Federal Information Processing
(FIP) Resources.)

CUSTODIAN. Property custodians are the individuals designated by the Property Responsible Officer (PRO)
to provide internal assistance (within the code or department) in the day-to-day management of property assigned
to the code/department. The custodians do not relieve the PRO of the overall responsibility and accountability for
property assigned to the code/department.

END USERS. Individual employees within the Command who have specific property assigned to them for
their use in performing their job are end users.

EXCESS PROPERTY. Excess property is that property assigned to the code/department that is no longer
needed or in use. Requests for disposition of excess property will be made in writing to the Property
Administrator. All excess ADP equipment requiring repair will be processed through the ADP division to ensure
excess reports and other management requirements are in accordance with Department of Defense policy and
regulations (DoD 7950.1M, DoD 4160.21M, and NAVCOMPT Manual). All excess accountable property must be
released by the PRO/Custodian when physically moved out of the code/department to another code/department or
building.

EXPENDABLE PROPERTY. Expendable property is that property which is consumed in the performance of
the agency function, or is incorporated into an end item. Typically, expendable property includes items considered
to be supplies and material which will be consumed in their normal use. Items considered components to other
property items, such as computer memory boards, internal disk drives, memory upgrades, etc., will be accountable
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until installed into the end items. After installation, the items become a part of the end item, increasing its value.
Components to other items will be trackable from purchase to installation.

FEDERAL INFORMATION PROCESSING (FIP) RESOURCES. (aka Information Technology (IT),
Automated Data Processing (ADP), ADP Equipment (ADPE), Hardware, Software, etc.) FIP is a term that
was defined by the Federal Information Resources Management Regulation (FIRMR). The FIRMR was abolished
effective 8 August 1996 as part of implementation of the Information Technology Management Reform Act
(TTMRA) of 1996. The present equivalent term for FIP resources is Information Technology (IT). Wherever the
term FIP is used in this instruction, the term IT may be substituted. The portions of the FIRMR that related to
GSA’s role in the disposal of excess and exchange/sale of IT equipment have been moved to the Federal Property
Management Regulation (FPMR), Subpart 101-43.6. (See Information Technology aIm).)

HARDWARE. (See Information Technology (IT) and Federal Information Processing (FIP) Resources.)

INDUSTRIAL PLANT EQUIPMENT (IPE). Plant Property Class 4 is that part of IPE further defined in the
Management of Defense-Owned Industrial Plant Equipment Manual (NAVSUP P-5009) (DLAM 4215.1) that has
a useful life of two years or more and an acquisition cost equal to or greater than the investment/expense funding
threshold used by the Congress for appropriating funds. It includes metal working equipment in the Federal
Supply Group 34 generally used for the purpose of cutting, abrading, grinding, shaping, forming, joining, and
other equipment as addressed in NAVSUP P-5009 and DLAM 4215.1 (See NAVCOMPT Manual, Volume 3,
Subsection 4 for more details).

INFORMATION RESOURCES (IR). Resources that are necessary to develop and operate an Information
System. These resources include people, equipment, software, facilities, and contractual support for system
definition, system, design, development, deployment, and operation.

INFORMATION SYSTEM (IS). People, equipment, software, and facilities operating together in accordance
with established procedures to collect, process, disseminate, store, or retrieve information.

INFORMATION SYSTEM (IS) PROJECT. The process of creating a new information system or modifying
an existing information system. Implementing an umbrella contract is also considered an IS project.

INFORMATION TECHNOLOGY (IT). The Information Technology Management Reform Act (ITMRA)
of 1996, section 5002 (3) defines information technology as: “(A) The term ‘information technology’, with respect
to an executive agency means any equipment or interconnected system or subsystem of equipment, that is used in
the automatic acquisition, storage, manipulation, management, movement, control, display, switching,
interchange, transmission, or reception of data or information by the executive agency. For purposes of the
preceding sentence, equipment is used by an executive agency if the equipment is used by the executive agency
directly or is used by a contractor under a contract with the executive agency which (i) requires the use of such
equipment, or (ii) requires the use, to a significant extent, of such equipment in the performance of a service or the
furnishing of a product. (B) the term ‘information technology” includes computers, ancillary equipment, software,
firmware and similar procedures, services (including support services), and related resources. (C) Notwithstanding
subparagraphs (A) and (B), the term ‘information technology’ does not include any equipment that is acquired by a
Federal contractor incidental to a Federal contract.” (See Federal Information Processing (FIP) Resources.)

II-3
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INTERNAL (MANAGEMENT) CONTROLS. Internal controls include, but are not limited to,
identification, physical inventory, maintenance of records, physical security, management reports, care, and
custody control of minor property. Specific internal controls established for the management of minor property are
mandated by NAVCOMPT Manual, Volume 3, Chapter 6, Part D.

MINOR PROPERTY. Minor property is defined as Navy-owned personal property acquired for immediate
use and having a unit cost of less than the investment/expense funding threshold used by Congress for
appropriating funds; and those personal property items having an acquisition cost/value equal to or greater than the
micro-purchase threshold (currently $2,500.). In addition, for all NAVFACENGCOM Activities, minor property
accountability databases will include all Federal Information Processing (FIP) resources and other pilferable items
(including, but not limited to: all computer and peripheral equipment, software, cellular phones, fax machines,
photographic equipment, audio-visual equipment and typewriters) costing between $100 and the micro-purchase
threshold.

Furniture and fixtures costing less than the micro-purchase threshold (currently $2,500) may be removed from
minor property databases; however, to maintain accountability, deleted records will be archived.

MODEM. (See Information Technology (IT) and Federal Information Processing (FIP) Resources.)

NON-ACCOUNTABLE PROPERTY. Government property expendable or non-expendable, which by
definition should not be made accountable by identifying number but, as government property, should be
safeguarded by whatever method deemed necessary and reasonable.

NON-ACCOUNTABLE TAGS. Generally a 3/4” x 2-1/2” white tag with blue lettering imprinted “U.S. Navy
Property, (name of activity).” The purpose of the tag is to indicate government-owned property not accountable in
the property accounting database but will act as a deterrent to theft.

NON-EXPENDABLE PROPERTY. All plant equipment and all minor property are non-expendable
property. Non-expendable property is an item of personal property that retains its identity throughout its useful life
and has a dollar value high enough to warrant maintenance of item accountability.

PERIPHERAL EQUIPMENT. (Seec Information Technology (IT) and Federal Information Processing (FIP)
Resources)

PERSONAL COMPUTERS (PCs). (See Information Technology (IT) and Federal Information Processing
(FIP) Resources)

PERSONAL PROPERTY. Personal property is all property other than real property (land) or building
service equipment. (Note: Personal property by government definition is not privately/employee-owned property.)

PHYSICAL INVENTORY. A physical inventory is the actual sighting of all plant and minor property by
personnel independent of the responsible property officer or property administrator accountable for individual
items or records. NAVCOMPT Manual requires, as a minimum, a triennial inventory of plant property and
encourages activities to conduct the minor property inventory concurrently with the triennial inventory. (Note:
NAVFACENGCOM strongly recommends that an annual inventory be conducted by the Property Responsible
Officer and reconciled with the Property Administrator’s records.)

1I-4
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PILFERABLE PROPERTY. Pilferable property is any property that is easily transportable or concealable,
having a ready resale value or application for personal use and therefore subject to theft. Examples of pilferable
items include but are not limited to: Calculators, typewriters, cameras, binoculars, communication devices, audio-
visual equipment, computer equipment (modems, laptop computers, printers, software, etc.), general purpose shop
equipment, portable power tools, hand tools, and test equipment.

PLANT AND MINOR PROPERTY (PMP) ACCOUNTING SYSTEM DATABASE. The central database
containing ALL property records for the command/activity. The Property Administrator and the Assistant
Property Administrator are the only individuals with unrestricted access to the database to prevent unauthorized
changes and entries. Property Responsible Officers and their custodian(s) may have passwords issued for special
access to receive such items as a printout or generic reports and uploading of scanned property files in order to
obtain discrepancy reports.

PLANT PROPERTY. Plant property is accountable property with a value over the investment/expense
funding threshold used by Congress for appropriating funds. As an asset, plant property must be reported to the
Defense Finance and Accounting Service (DFAS). The bar code label or identification tag for plant property
should read “[Name of Activity] Plant Property” and have an identifying number comprised of the Unit
Identification Code (UIC) plus a six-digit number. Only Class 3 Plant Property (office machines) exists in the
NAVFACENGCOMHQ inventory.

PROPERTY. Real or personal property which is owned by, leased to, or acquired by the government under
the terms of a contract.

PROPERTY PASSES. Property passes (NAVSUP Form 155, or equivalent) are required whenever any
government-owned property is taken from government premises for temporary use elsewhere (e.g., laptop
computers for use while employee is on temporary duty/travel). Designated Property Responsible Officers (PROs)
may be authorized to issue property passes for the temporary (not to exceed 30 days) removal of property from
government premises. Property passes for longer period of time must be issued by the Property Administrator.
Property removed on a permanent basis must be documented using a DD Form 1149 and processed through the
Property Administrator.

PROPERTY ADMINISTRATOR. The Property Administrator is the individual who is assigned the overall
responsibility for administering the property management for the command/activity. See Section III for the duties
and responsibilities of the Property Administrator.

PROPERTY RESPONSIBLE OFFICER (PRO). The Property Responsible Officer(s) is that position
(individually assigned in writing) identified in each organizational code, delegated with the responsibility and
acconntable for individual or group items of minor property. These PROs are responsible for the custody, care, and
protection of property within their code/department. A letter of appointment for PRO is provided by the
Commander/Vice Commander or Commanding Officer/Executive Officer.

PRODUCTIONS. Visual Information Productions are usually videotapes purchased for training purposes.
Commercial off-the-shelf purchases and requests for new training films to be made are requested through the
Major Claimant for Visual Information Management Office (MCVIMO) who is the property administrator. The
MCVIMO may delegate authority for one time buys under $100. (Sec OPNAVINST 5290.1A for additional
information.) Tapes and films over $100 must be tagged as minor property and accounted for in the property
accounting database.

SOFTWARE. (See Information Technology (IT) and Federal Information Processing (FIP) Resources.)
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SURVEY, MISSING, LOST, STOLEN, OR RECOVERED (MLSR). SECNAYV Instruction 5500.4G
prescribes specific policy and procedures for reporting MLSR government property to proper authority within the
Department of the Navy. SECNAVINST 5500.4G, “Reporting of Missing, Lost, Stolen, or Recovered (MLSR)
Government Property” dated 24 June 1993, is provided in Section VIII of this NAVFACENGCOM instruction.

SYSTEMS FURNITURE. Furniture which is characterized by inter-connecting panels that can have self-
contained power and telecommunications. The panels also have work surfaces, shelves, files, keyboard holders,
etc., attached. The idea of systems furniture is to provide more efficient utilization of space. Systems furniture
does not have to be recorded in minor property accountability databases.

TELEPHONES. Telephones, facsimile machines, copiers, and other like equipment purchased become

accountable property and must be included in the property inventory database. (See Information Technology (IT)
and Federal Information Processing (FIP) Resources.)

VISUAL INFORMATION EQUIPMENT. (aka Audio Visual Equipment) All visual information equipment
is approved through the Major Claimant for visual information management office. Headquarters,
NAVFACENGCOM is the major claimant for subordinate commands to NAVFACENGCOM. (See Navy Visual

Information Management and Operations Manual (OPNAVINST 5290.1A) for the definition of visual information
equipment.

-6



Y

C i Y

L4

*
—rrt

e
=
W
=
=
@)

&)
o

=
e
Q
Q

=
oy
-

L
0

QD

.Inlw

L.

®
e

2

o)
Q
g

el

0p)

S

&

@)

@)

N

(V]

UNViv, :—

NAVAL -~

")
LA
-
ACCOCR

APPROVED FOR PUBLIC RELEASE

o
Q
M
N
o
)
%¢)
N
N
9
=
g
>
8
| o
y)
c
Q
>
2
<

NAVFACINST 7320.3B

o
LIRS
2 »\u.n«“\\“\m\\\v. )
G
e

7z

&

5%

Enclosure (1)



DEPARTMENT OF THE NAVY

NAVAL FACILITIES ENGINEERING COMMAND
200 STOVALL STREET
ALEXANDRIA, VA 22332 2300 \N REPLY REFER TO
NAVFACINST 7320.3B
4 May 1995

NAVFACENGCOM_ INSTRUCTION 7320.3B
From: Commander, Naval Facilities Engineering Command
Subj: MANAGEMENT OF PROPERTY

Ref: (a) NAVCOMPT Manual, Volume III, Chapter 6
(b) OPNAVINST 5530.14B, DON Physical Security and Loss
Prevention

Encl: (1) NAVFACENGCOM Procedures Manual for the Management of
Property

1. PURPOSE. To establish Naval Facilities Engineering Command (NAVFACENGCOM)
policy, standards, responsibilities, and guidance for the management and
accountability of property as required by references (a) and (b). Enclosure
(1) defines responsibility and accountability for procedures at NAVFACENGCOM
Headquarters, Engineering Field Divisions, Naval Engineering Support Center,
and NAVFACENGCOM Shore Activities.

2. CANCELLATION. NAVFACINST 7320.3A and NAVFACINST 7320.4, Management of
Minor Property for Naval Facilities Engineering Command Activities.

3. BACKGROUND.

(a) Government-owned [minor] property is receiving high visibility within
the Department of Defense, the external audit agencies, and the Naval Criminal
Investigative Service (NCIS) because of the increase in reported losses, total
dollar value, and apparent internal control weaknesses in the management of
minor property. The Chief of Naval Operations (CNO) advised that stolen
computer equipment and peripherals within the Navy for CY 1989 through CY 1993
was in excess of $1.1 million. The top 8 items were computers (CPUs,
Laptops), printers, monitors, software, keyboards, disk drives, modems, and
terminals.

(b) Although reference (a) specifically addresses the minimum internal
controls necessary to safeguard government-owned property, the Command has
become aware through special investigations, mini-fraud surveys, and command
inspections that a weakness is currently present in the overall management of
property.

4. DISCUSSION. Enclosure (1) to this instruction, "NAVFACENGCOM Procedures
Manual for the Management of Property," provides policy, procedures, and
guidance to effectively maintain an acceptable level of property management in
line with the guidance provided in references (a) and (b). The forms provided
in the manual may be reproduced for local use.

5. RESPONSIBILITY. Specific responsibilities for the management of

government property at all NAVFACENGCOM Activities shall be assigned, in

writing, to the incumbents of the positions of property administrator (PA),

property responsible officer (PRO), and property custodian. However, ALL

personnel have a responsibility to ensure that government property entrusted

to them is protected. Accordingly, this factor will be evaluated during
Y
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4 Ma¥ 1995
6. POLICY AND ACTION

(a) Headgquarters and field activities will initiate the action necessary
to implement the policy and procedures provided in enclosure (1) to ensure the
protection of government property. A separate local instruction is not
necessary; however, a section in the NAVFACENGCOM Procedures Manual for
Property Management (enclosure (1)) is reserved for local/field use to cover
conditions that may be unique in conducting their business as it relates to
property management.

(b) The responsibility and accountability for property management will be
specifically assigned in writing to each department/code head as the property
responsible officer for their area.

(c) The management of property will be a "high interest” item for Command
Inspector General reviews.

. L. MOELLER
Acting Vice Commander

Distribution: (2 copies each)
NAVFACENGCOM HQ Internal List 1
SNDL: FKN1

FKN2

FKN7

FKN13

FR46

FF74

FT104

FB54

Stocked:
NAVFACENGCOM HQ (Code 915)
200 Stovall Street, Alexandria VA 22332-2300



NAVFACINST 7320.3B

MANAGEMENT OF PROPERTY
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Activity Specific Procedures (This Section Blank,
available for Field Activity use as appropriate.
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(Procedures used by NAVFAC HQ are included.)
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SECTION 1

PROPERTY MANAGEMENT PROCESS FLOWCHARTS
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Process Flowcharts for the
Management of Minor Property

Flowchart Title

Property Life Cycle Flow Chart
Acquisition Process

Federal Information Processing (FIP) Approval Process

Visual Information (VI) Acquisition Process

Missing, Lost, Stolen or Recovered Process

Repair/Replacement Process

Excess Process for Non-FIP Resources
Excess Process for FIP Resources
Transfer Process for FIP Resources
Transfer Process

(Final Disposition Outside the Command)
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Property Life Cycle Flow Chart

Use
FIP Approval
Process

Figure 5.0

Figure 1.1

Figure 6.0

A

Figure 7.0

STOP

Figure 8.0

Figure 1.0
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Acquisition Process

START

Issue
Item from
Stock

Prepare
Regquisition

Prepare
Purchase
Order

ltlesm N Provide
STOP Received Status
9 Information
YES
Prepare .
ltem(g) for < Log in Property
Delivery lnventory
Follow FIP '
Approval Deliver
Process Item(s)
Figure 4.0
STOP
Figure 1.1
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Federal Information Processing (FIP)
Approval Process

Coasult with
Network Admin,
Group
(compasibility)

T

NO
YES
Frepa're Request

Paper (ASDP)

Forward OSR
& Approval ltr to
Admin, Services
Group

i

Figure 4.0

I-5

Ref: NAVFACINST 5231.1 of March 28, 1994
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Visual Information (VI)
Acquisition Process

NON-PROF.
and/or
NON-PROD,
?

is the

in the Activity
Allovance
List?

Obtain
CNO (OPO9BG)

Approval
(Wih VIMO ederamment)

-

STOP

Determine {f the requirement is Non- Professional or Non-Preduction.
If the item is a camera, projector, etc. costing Less Than $1,000 or
{f the item is a video camera/recorder costing Less Than $2,000

no special approval is required.
= Use the the Allowance List to make this determination.

Figure 5.0
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Accountable Property
Missing, Lost, Stolen or Recovered
(MLSR) Property Process

Security Office
mvestigates &
makes
recommendations

Take Action
to recover
financial
com peusation

[ Security Officer

investigates &

closes out the
report

Y

Security Office Forward MLSR

motifies NCIS &
" Report to CNO &
assigns MLSR # NAVSURWARCENDIV

»‘

Security Officer

Ref: SECNAVINST 5500 4F of June 24, 1993
T e =MLSR Report becomes DD Form 200 (Finencis! Lisbility Investigation of Preperty Leas, formerly referred to as the Raport of Survey ).

Figure 6.0
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Repair/Replacement Process

1. lf the liom is a FIP revource. report the problem io the Network Admin Group
2 lfthe ltem iz not FIP, report the probiem w the Administration Services Group.

Adjust ( to repair/replace
the item in stock )

iventory Figure 1.1

® (to repair/replace
the issued item)

Figure 1.1

Provide
status
info.

Prepare
Item(s) for

Figure 7.0
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Excess Process

Use Ex
Process for STOP

FIP Resources

Figure 8.1

} Figure 8.1.2

Update
Property
Inventory

® = Cmd. is inrrepreted 10 be the Local activiry.

Figure 8.0
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Excess Process for FIP Resources

instructions

Use
Transfer
Process

Figure 8.1.2

Use
FIP Transfer [={Po

Process

‘ Figure 8.1.1

Figure 8.1

I-10

® = See ARMS instruction/users manual
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FIP Transfer Process

Facilities and Services NDW
Washingion Navy Yard
Washington, DC

Hold Item
for
pickup
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Transfer Process
(Final Disposition Outside the Command)

START

Prepare and mbmit
DD-1348-1
or DA-1161

Y

Arrange

Hold Item
for

pickup

Inventory
* = Upon Offical Acceptance by DMRO/DSSW

STOP
(Receipt of a Signed Document)

Figure 8.1.2
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SECTION II

DEFINITIONS AND TERMS

Note: Includes some policy and guidance not addressed in other sections of
the instruction.
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SECTION II - DEFINITIONS AND TERMS

The definitions and terms pertinent to this instruction include guidance and
policy.

ACCOUNTABILITY. All personnel (military and civilian) are accountable
for the safekeeping of government-owned leased or borrowed property that is
provided for his/her use. Personnel will be held accountable for negligence
regarding damage or loss of property provided for their use.

ACCOUNTABLE PROPERTY. Accountable property is Navy-owned personal
property acquired for use at any Navy Activity to support the Activity’s
mission or functions. Accountable property does not include "material or
supplies"” that are normally consumed or expended in their use.

Accountable property may be acquired by direct (internal funds) or indirect
(sponsor/customer funds) purchase, salvage, transfer from another DOD activity
or disposal facility, donation, or it may be gained "found" in an inventory
(special or triennial) or developed/manufactured by government employees. All
accountable property is to be tagged with a Government ID Tag number
regardless of the method of acquisition or previous accounting determinations.
All accountable property will also be recorded in the using Activity’s plant
property or minor property database as appropriate.

AUTOMATIC DATA PROCESSING EQUIPMENT (ADPE). (See Federal Information
Processing (FIP) Resources).

BAR CODE. A label that is affixed to accountable property and shows
NAVFAC/activity ownership, a unique identifying number, and code which can be
read by bar code scanning equipment.

COMMUNICATION EQUIPMENT. (See Federal Information Processing (FIP)
Resources).

CUSTODIAN. Property custodians are the individuals designated by the
Property Responsible Officer (PRO) to provide internal assistance (within the
code or department) in the day-to-day management of property assigned to the
code/department. The custodians do not relieve the PRO of the overall
responsibility and accountability for property assigned to the
code/department.

END USERS. 1Individual employees within the Command who have specific
property assigned to them for their use in performing their job are end users.

EXCESS PROPERTY. Excess property is that property assigned to the
code/department that is no longer needed or in use. Requests for disposition
of excess property will be made in writing to the Property Administrator. All
excess ADP equipment requiring repair will be processed through the ADP
division to ensure excess reports and other management requirements are in
accordance with Department of Defense policy and regulations (DoD 7950.1M, DoD
4160.21M, and NAVCOMPT Manual). All excess accountable property must be
released by the PRO/Custodian when physically moved out of the department/code
to another department/code or building.

EXPENDABLE PROPERTY. Expendable property is that property which is
consumed in the performance of the agency function, or is incorporated into an
end item. Typically, expendable property includes items considered to be
supplies and material which will be consumed in their normal use. Items
considered components to other property items, such as computer memory boards,
internal disk drives, memory upgrades, etc., will be accountable until

I1-2
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installed into the end items. After installation, the items become a part of
the end item, increasing its value. Components to other items will be
trackable from purchase to installation.

FEDERAL INFORMATION PROCESSING (FIP) RESOURCES. (aka Automated Data
Processing (ADP), ADP Equipment (ADPE), Hardware, Software, etc.) Any
equipment or interconnected system or subsystems of equipment that is used in
the automatic acquisition, storage, manipulation management, movement,
control, display, switching, interacting, transmission or reception of data or
information. Examples are computers, software services, support services,
telecommunication equipment, maintenance related supplies, and systems. A
more detailed definition can be found in FIRMR, part 201-4.001. Specific
examples of what the term PIP resources includes and excludes are provided in
FIRMR Bulletin A-1 (NOTAL).

HARDWARE. (See Federal Information Processing (FIP) Resources)

INDUSTRIAL PLANT EQUIPMENT (IPE). Plant Property Class 4 is that part of
IPE further defined in the Management of Defense-Owned Industrial Plant
Equipment Manual (NAVSUP P-5009) (DLAM 4215.1) that has a useful life of two
years or more and an acquisition cost equal to or greater than the investment
/expense funding threshold used by the Congress for appropriating funds. It
includes metal working equipment in the Federal Supply Group 34 generally used
for the purpose of cutting, abrading, grinding, shaping, forming, joining, and
other equipment as addressed in NAVSUP P-5009 and DLAM 4215.1 (See NAVCOMPT
Manual, Volume 3, Subsection 4 for more details).

INFORMATION RESOURCES (IR). Resources that are necessary to develop and
operate an Information System. These resources include people, equipment,
software, facilities, and contractual support for system definition, design,
development, deployment, and operation.

INFORMATION SYSTEM (IS). People, equipment, software, and facilities
operating together in accordance with established procedures to collect,
process, disseminate, store, or retrieve information.

INFORMATION SYSTEM (IS) PROJECT. The process of creating a new
information system or modifying an existing information system. Implementing
an umbrella contract is also considered an IS project.

INFORMATION TECHNOLOGY (IT). (See Federal Information Processing (FIP)
Resources)

INTERNAL (MANAGEMENT) CONTROLS. Internal controls include, but are not
limited to, identification, physical inventory, maintenance of records,
physical security, management reports, care, and custody control of minor
property. Specific internal controls established for the management of minor
property are mandated by NAVCOMPT Manual, Volume 3, Chapter 6, Part D.

MINOR PROPERTY. Minor property is defined as Navy-owned personal
property acquired for immediate use and having a unit cost of less than the
investment /expense funding threshold used by Congress for appropriating funds;
and those personal property items having an acquisition cost equal to or
greater than the investment/expense funding threshold used by Congress for
appropriating funds but with a useful life of less than two years.' Activity
minor property accountability databases will include “as a minimum": (a) all
minor property costing $300 to less than the funding threshold established by
Congress; specifically including furniture, fixtures, office and industrial
labor saving devices and equipment; (b) all minor property which is considered
to be classified or sensitive; (c) all pilferable minor property costing $100

INAVCOMPT Manual, Volume 3, Chapter 6, Part D.
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to less than the threshold established by Congress. (NAVCOMPT Manual Volume
3, Chapter 6, Part D provides explicit definitions, instructions, and specific
dollar thresholds.) The minor property bar code number is a 4-digit alpha-
numeric code.

MODEM. (See Federal Information Processing (FIP) Resources)

NON-ACCOUNTABLE PROPERTY. Government property expendable or non-
expendable, which by definition should not be made accountable by identifying
number but, as government property, should be safeguarded by whatever method
deemed necessary and reasonable.

NON-ACCOUNTABLE TAGS. Generally a 3/4" x 2-1/2" white tag with blue
lettering imprinted "U.S. Navy Property, (name of activity).® The purpose of
the tag is to indicate government-owned property not accountable in the
property accounting database but will act as a deterrent to theft.

NON-EXPENDABLE PROPERTY. All plant equipment and all minor property is
non-expendable property. Non-expendable property is an item of personal
property that retains its identity throughout its useful life and has a dollar
value high enough to warrant maintenance of item accountability.

PERIPHERAL EQUIPMENT. (See Federal Information Processing (FIP)
Resources)

PERSONAL COMPUTERS (PCs). (See Federal Information Processing (FIP)
Resources)

PERSONAL PROPERTY. Personal property is all property other than real
property (land) or building service equipment. (Note: Personal property by
government definition is not privately/employee-owned property.)

PHYSICAL INVENTORY. A physical inventory is the actual sighting of all
plant and minor property by personnel independent of the responsible property
officer or property administrator accountable for individual items or records.
NAVCOMPT Manual requires, as a minimum, a triennial inventory of plant
property and encourages activities to conduct the minor property inventory
concurrently with the triennial inventory. (Note: NAVFACENGCOM strongly
recommends that an annual inventory be conducted by the Property Responsible
Officer and reconciled with the Property Administrator’s records.)

PILFERABLE PROPERTY. Pilferable property is any property that is easily
transportable or concealable, having a ready resale value or application for
personal use and therefore subject to theft. Examples of pilferable items
include but are not limited to: Calculators, typewriters, cameras,
binoculars, communication devices, audio-visual equipment, computer egquipment
(modems, laptop computers, printers, software, etc.), general purpose shop
equipment, portable power tools, hand tools, and test equipment.

PLANT AND MINOR PROPERTY (PMP) ACCOUNTING SYSTEM DATABASE. The central
database containing ALL property records for the command/activity. The
Property Administrator and the Assistant Property Administrator are the only
individuals with unrestricted access to the database to prevent unauthorized
changes and entries. Property Responsible Officers and their custodian may
have passwords issued for special access to receive such items as a printout
of generic reports and uploading of scanned property files in order to obtain
discrepancy reports.

PLANT PROPERTY. Plant property is accountable property with a value over
the investment/expense funding threshold used by Congress for appropriating
funds. As an asset, plant property must be reported to the Defense Finance
and Accounting Service (DFAS). The bar code label or identification tag for
plant property should read "[Name of Activity] Plant Property" and have an
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identifying number comprised of the Unit Identification Code (UIC) plus a six-
digit number. Only Class 3 Plant Property (office machines) exists in the
NAVFACENGCOMHQ inventory.

PROPERTY. Real or personal property which is owned by, leased to, or
acquired by the government under the terms of a contract.

PROPERTY PASSES. Property passes (NAVSUP Form 155, or equivalent) are
required whenever any government-owned property is taken from government
premises for temporary use elsewhere (e.g., laptop computers for use while
employee is on temporary duty/travel).

PROPERTY ADMINISTRATOR. The Property Administrator is the individual who
is assigned the overall responsibility for administering the property
management for the command/activity. See Section III for the duties and
responsibilities of the Property Administrator.

PROPERTY RESPONSIBLE OFFICER (PRO). The property responsible officer(s)
is that position (individually assigned in writing) identified in each
organizational code, delegated with the responsibility and accountable for
individual or group items of minor property. These PROs are responsible for
the custody, care, and protection of property within their code/department. A
letter of appointment for PRO is provided by the Commander/Vice Commander or
Commanding Officer/Executive Officer.

PRODUCTIONS. Visual Information Productions are usually videotapes
purchased for training purposes. Commercial off-the-shelf purchases and
requests for new training films to be made are requested through the Major
Claimant for Visual Information Management Office (MCVIMO) who is the property
administrator. The MCVIMO may delegate authority for one time buys under
$100. (See OPNAV Inst 5290.1A for additional information.) Tapes and films
over $100 must be tagged as minor property and accounted for in the property
accounting database.

SOFTWARE. (See Federal Information Processing (FIP) Resources)

SURVEY, MISSING, LOST, STOLEN, OR RECOVERED (MLSR). SECNAV Instruction
5500.4G prescribes specific policy and procedures for reporting MLSR
government property to proper authority within the Department of the Navy.
SECNAVINST 5500.4G, "Reporting of Missing, Lost, Stolen, or Recovered (MLSR)
Government Property" dated 24 June 1993, is provided in Section VIII of this
NAVFACENGCOM instruction.

SYSTEMS FURNITURE. Furniture which is characterized by inter-connecting
panels that can have self-contained power and telecommunications. The panels
also have work surfaces, shelves, files, keyboard holders, etc., attached.
The idea of systems furniture is to provide more efficient utilization of
space. Systems furniture will be accountable as a "bulk purchase" with
supporting documentation (e.g.,purchase order or delivery invoice) that
identifies the pieces that make up the systems furniture. Under the bar code
inventory method, a single bar code tag number may be attached to the systems
furniture for physical inventory purposes. Under the manual inventory method
a single tag number may be attached identifying specific groups of the
furniture (i.e., work surfaces, wall units, shelves, cabinets, etc.)

TELEPHONES. Telephones, facsimile machines, copiers, and other like
equipment purchased become accountable property and must be included in the
property inventory database. (See Federal Information Processing (FIP)
Resources)

VISUAL INFORMATION EQUIPMENT. (aka Audio Visual Equipment) All visual
information equipment is approved through the Major Claimant for visual
information management office. Headquarters, NAVFACENGCOM is the major
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claimant for subordinate commands to NAVFACENGCOM. (See Navy Visual
Information Management and Operations Manual (OPNAV Inst 5290.la) for the
definition of visual information equipment.
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SECTION I

RESPONSIBILITY AND ACCOUNTABILITY

Accountability for Assigned Property
Accountability for Overall Management of Property

Accountability for Privately-Owned Property
Responsibility of Departing/Reassigned Personnel

Responsibility of Personnel to Report MLS
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SECTION III - RESPONSIBILITY AND ACCOUNTABILITY

Accountability for property provided/assigned to departments/codes. A single
Property Responsible Officer (PRO), the head of each major department/code
(e.g., Comptroller, Contracting, Housing) will be appointed in writing by the
Commander /Commanding Officer; Vice Commander/Executive Officer. [Appointment
letter is provided in Section IX] Duties will include:

(1) Accounting for the location of all property assigned to their
department /code.

(2) Reporting all changes in property accountability to the Property
Administrator within the timeframe established (number of working days) by the
command/activity.

(3) Ensuring all excess property is promptly turned into the Property
Administrator and the condition of the property annotated.

(4) Ensuring all requisitions for property are coordinated with the
Property Administrator to determine availability of excess property that can
be used in lieu of the purchase of new equipment, furniture, or fixtures.

(S5) Ensuring an annual physical inventory of all minor property and the
inventory is reconciled with the previous inventory report, purchases, and
disposals. Results of inventory will be provided to the Property
Administrator.

(6) Ensuring prompt action in the reporting of missing, lost, stolen, or
recovered property to the Property Administrator and the Security Officer.

(7) Delegating, as appropriate, day-to-day administration of property
management to a competent individual within the department (code) and
providing the selectee with the personal support required to ensure his/her
ability to successfully carry out the assigned duties.

Accountability for the overall management of government-owned plant and minor
property. A Property Administrator will be appointed in writing by the
Commander /Commanding Officer or the Vice Commander/Executive Officer. Duties
assigned to the Property Administrator will include:

(1) Maintaining and/or administering the property management system
through an acceptable database that contains as a minimum the requirements
addressed in NAVCOMPT Manual Volume 3, Chapter 6.

{(2) Ensure a triennial inventory is scheduled in accordance with NAVCOMPT
Manual Volume 3, reconcile the results of the inventory with the master
property records, and initiate necessary action to investigate all missing or
suspected lost, stolen, or recovered property.

(3) Ensure all acquired property is tagged and identified (e.g., bar
coded) as Property of the U.S. Navy upon receipt from the vendor or other
sources (e.g., other Navy activities, DRMO, etc.)

(4) Ensure all property actions (receipt, transfers, disposals) are
promptly recorded in the master property accounting data base.

(5) Provide PROs inventory printouts or the means to obtain a printout of
the property assigned to them not less often than once during the fiscal year.
(6) Periodically publish information pertaining to the management of
government—-owned property, changes affecting the funding thresholds for

property, etc.

(7) Ensure all pilferable property is clearly identified as Property of
the U.S. Navy, (Activity).

(8) Provide training for PROs and their delegated property custodians.

(9) Maintain records of all leased equipment and ensure maintenance of
leased equipment is in accordance with the specifications/lease agreements.

(10) Ensuring the NAVCOMPT Manual required quarterly and triennial
reconciliations between the using Activity and the formal fiscal office take
place in a timely manner. (Refer to NAVCOMPT pars. 036202-3, 036208-1.1,
036208.5 and 036520~-1.)
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Accountability for Privately-owned Property. Employee-owned property may be
authorized at the discretion of the employee’s supervisor. All such property
will be clearly identified when brought onto government premises as “"Personal
Property of (Emplovee’s Name)." Privately-owned property should be registered
with the Security Officer. Theft of such property is reportable to the
command‘s security officer. Only personal property that is required (e.q.,
mechanics tool sets) as addressed in the employee’s position description is
subject to reimbursement in the case of theft.

Departing or Reassigned Personnel. All departing or reassigned personnel will
ensure that the PRO/PRO custodian is notified of the date for departure. The
PRO/PRO custodian will inventory the property assigned to the departing
individual. Any discrepancies will be researched prior to official release of
the individual. Losses will be reported to the property administrator and the
security officer for further action.

Reporting missing, lost, stolen, or recovered (MLSR) property. Employees are
responsible to ensure that any property that is missing, presumed to be lost
or stolen, and property found is promptly reported to the property responsible
officer or his/her custodian. The PRO is responsible to advise the property
administrator and the security officer of any MLSR so immediate action can be
initiated to conduct a report of survey or investigation. The security
officer is responsible for notifying local authorities and the Naval Criminal
Investigative Service (NCIS).

I11-3



SECTION IV

MANAGEMENT AND ACCOUNTABILITY
OF

INFORMATION RESOURCES

Flow Chart (Figure 4.0)
NAVFACINST 5231.1

FIRMR Part 201-4.001, page 4-2 (definitions)
(Excerpt FIRMR, Amendment 1, October 1990)

Definitions and Examples for FIP Resources
(Excerpt FIRMR Bulletin A-1, Attachment A)
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Federal Information Processing (FIP)
Approval Process
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Network Admin.
Group
(compatibiliry)

YES

~Prepare
Abbreviated
Sys. Decision
Paper (ASDP)

Approved by
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Forward OSR
& Approval ltr to
Admin, Services
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Figure 4.0
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DEPARTMENT OF THE NAVY

NAVAL FACILITIES ENGINEERING COMMAND
200 STOVALL STREET
ALEXANDRIA, VA 22332-2300
IN REPLY REF TO
NAVFACINST 5231.1
FAC 9112

MAR 28 1334

NAVFAC INSTRUCTION $231.1

From: Commander, Naval Facilities Engineering Command

Subj: LIFE CYCLE MANAGEMENT (LCM) POLICY AND APPROVAL REQUIREMENTS FOR
INFORMATION SYSTEM PROJECTS

Ref: (a) SECNAVINST 5231.1C of 10 July 1992, same subj:
(b) Federal Information Resources Management Regulation (FIRMR)
Chapter 201, Subtitle E - Federal Information Resources Management
Regulations System, Title 41 ~ Public Contracts and Property
Management, Code of Federal Regulations (CFR) of January 1994

Encl: (1) Abbreviated System Decision Paper (ASDP) Format

1. Purpose. To implement policy defined in reference (a) and to define and
delegate Information Systems Approval Authority (ISAA) for the NAVFACENGCOM.
This instruction supplements reference (a); use reference (a) for procedural
guidance.

2. Cancellation. NAVFACINST 5236.3 of 27 August 1985, NAVFAC 011 Memorandum
5230 Ser: 00579 of 31 July 1992, enclosure (2) of NAVFACINST 5200.23D of 9
October 1986, NAVFAC 911 Memorandum 5271 Ser: 940011 of February 25, 1994, and
COMNAVFACENGCOM letter 5230 Ser: 940009 of February 24, 1994.

3. Background. The Department of Navy (DON) has updated its Information
system Life Cycle Management (LCM) policy. NAVFACENGCOM’s Information
System/Information Resource Management (IS/IRM) policy is changing to
accommodate Department of Defense (DOD) and DON policy changes. NAVFACENGCOM
will address policy issues as they are addressed at the higher level. The
Command’s policy will be defined in individual instructions vice a single
large instruction.

The following are salient points of the Information System LCM policy:

a. LCM will be used for acquiring, managing, and using Information
Resources (IR) in a cost-effective manner throughout the entire life of an
information system.

b. Reference (a) defines a six-~phase LCM process. The full six-phase
process applies to large IS projects (estimated costs greater than §1
million). For 1S projects with an estimated cost less than $1 million, the
six LCM phases are consolidated into a single phase or system decision
documented by an Abbreviated System Decision Paper (ASDP). The ASDP format is
provided in enclosure (1) of this instruction.

c. The inclusion of voice communications under NAVFACENGCOM IS
management, ISAR and LCM reflects the changes in references (a) and (b).
These changes are appropriate due to the convergence of computing and
communications technologies, the evolution of voice communication from analog
technology to digital technology, and the emerging integration of multiple
media with desktop computing and communication. Integrated management,
coordination, and approval is meant to facilitate cost-effective conversion to
new technologies as opportunities arise and to avoid duplicated costs and
capabilities.

4. Goal. The NAVFACENGCOM‘’s information resources management goal is to

support the Command’s mission by ensuring that timely and appropriate
information is available for decision making by the systems’ users, as defined
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by the COMNAVFACENGCOM Functional Managere. This is done by establishing
policy and providing guidance to ensure the acquisition, development, and
operation of information resources is timely and cost effective.

5. Applicability. The applicability of this instruction is the same as
reference (a) except that it is limited to the NAVFACENGCOM claimancy.

6. Policy. NAVFACENGCOM policy is to use Life Cycle Management (LCM) review
and approval procedures to ensure that all Information Resource (IR)
expenditures are based on the total anticipated benefits of the new/modernized
information system, or the continued operation of an existing information
system. The following specific guidance amplifies DON’s overall policy and
supplements DOD Directives, Federal Acquisition Regulation (FAR), DOD
supplement to the FAR (DFAR), and the Federal Information Resources Management
Regulations (reference (b), henceforth referred to as the FIRMR):

a. All Federal Information Processing (FIP) resources to which the FIRMR
applies (i.e. all FIP except those FIP resources which are exempt, embedded,
or incidental as defined by the FIRMR), whether acquired via contractor or
directly by DOD, must be covered by LCM documentation and must be approved by
the appropriate IS Milestone Decision Authority (MDA) prior to procurement.
The MDA for each IS project serves as the LCM approval authority for all
actions within the scope of the project. Figure I illustrates COMNAVFACENGCOM
1S thresholds and the corresponding MDA for each threshold.

IS Milestone
Organizational ISAA Decision Authority

Element {Threshold) (MDA)

COMNAVFACENGCOM Code 911

FIP resources include items such as ADP hardware/equipment
software, services, support services, maintenance, related

communication equipment. The FIRMR provides comprehensive definitions.

Echelon 3 EFDs Single
PWCs $250K Local IS
CBCs Manager
NFESC
Echelon 4 As delegated Single
Activities by the cognizant Local IS
(e.g. EFAs) Echelon 3 Activity Manager
Appointed
FACSO $250K by
COMNAVFACENGCOM

"Figure 1

b. All IT projects, project actions, and associated Information

(bought or rented),
supplies, and voice

Resources (IR) require LCM approval at each milestone from the applicable IS
MDA. The NAVFACENGCOM IS MDA is the NAVFACENGCOMHQ Director of Information
Systems (Code 911), who has IS MDA approval authority for projects with value
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equal to or less than $2.5 million. Under the DON Life Cycle Management MDA,
there are provisions for SECNAV to delegate approval authority to NAVFACENGCOM
for projects with values up to $50 million. ("Value®is defined as “Program Costs® in enclosure (1) of
reference (a)).

c. MDAs of the Public Works Centers (PWCs), Construction Battalion
Centers (CBCs), echelon 3 Engineering Field Divisions (EFDs), Naval Facilities
Engineering Service Center (NFESC) and Facilities Systems Office (FACSO) are
delegated a local ISAA of $250,000. These activities may delegate a portion
or all of this authority to subordinate echelon 4 activities that have
appropriate staff to fulfill the local Information System manager
responsibilities listed in paragraph 7.g. NAVFACENGCOM must be notified when
redelegations are made. The 1ISAA (threshold) for the PWCs, CBCs, NFESC,
FACSO, and echelon 3 EFDs may be adjusted by NAVFACENGCOMHQ. Requests for an
increase shall be submitted with justification for the exception(s) to
NAVFACENGCOMHQ and will be reviewed on a case by case basis.

d. Requests for IT resources must not be divided or fragmented to reduce
LCM documentation requirements. The amount of LCM documentation needs to be
commensurate with the value of the acquisition. For example, a request for a
hardware item with a value of $500 does not require a detailed economic
analysis report; however, a request for 10 personal computers with a value of
$20,000 should contain enough economic analysis to adequately determine the
return on investment.

e. IS MDAs may determine the format for requesting IT resources with a
purchase value of $2,500 or less.

f. Non-competitive acquisitions of FIP resources are within the LCM
approval authority of the MDA; however, they are strongly discouraged. This
approval authority includes the use of General Services Administration (GSA)
schedules when the procedures of the FIRMR are followed. Only the Contracting
Officer makes a final determination as to whether an acquisition is sole
source in nature, thus requiring a Justification and Approval (J & A).

g. 1S MDAs may approve lease acquisitions up to equivalent purchase
price. FIP equipment leases, including new leases and lease renewals, with an
equivalent purchase value of greater than $150,000 require a special interest
LCM approval from Commander, Naval Information System Management Center
(NISMC), via NAVFACENGCOMHQ (Code 911). Requests for lease approval must
provide adequate lead time for approval processing, purchase option execution,
or contract modification to permit purchase, in case the lease is disapproved.
Additional key points on the leasing of FIP equipment follow; however, for
more detailed guidance, consult enclosures (3) and (5) of reference (a). New
leases or renewals of existing leases must be based on an analysis of the
purchase costs versus the lease costs and must clearly establish the economic
benefit of a lease over that of purchase. A lack of available purchase funds
is not an acceptable justification for the lease of FIP equipment.

h. The two Facilities CAD-2 contracts are Navy requirements contracts;
therefore, all requirements for Computer-Aided Design and Drafting, Geographic
Information Systems, and/or Computer-Aided Facilities Management
(CADD/GIS/CAFM) systems to support the planning, design, construction,
operation, maintenance and/or repair of Navy facilities will be satisfied
using Facilities CAD-2 contract vehicles. The appropriate MDA may grant
exceptions consistent with the contract provisions on a case by case basis,
and will notify NAVFACENGCOMHQ (Code 911) when exceptions are made.
CADD/G1S/CAFM requirements will be coordinated with and endorsed by the
activity Facilities CAD2 Implementation Team.

i. The acquisition of all IT resources must be programmed, budgeted and
executed in accordance with current NAVFACENGCOM and NAVCOMPT policy.

. The Command’s Communication Network, encompassing all Command-wide

telecommunication network services, is managed by NAVFACENGCOMHQ Code 911 and
is administered by the Facilities System Office (FACSO).
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7. Action and Responsibility.

a. COMNAVFACENGCOM Code 911, as the Command’s IS Milestone Decision
Authority (MDA), will:

(1) Oversee Command Information Resources Management and promote
the implementation of the LCM discipline for all IS initiatives.

(2) Provide IS Milestone Decision Authority (MDA) levels for
NAVFACENGCOM's delegated authority and delegate IS MDA to echelon 3
activities.

(3) Provide technical advice, assistance, and oversight to
COMNAVFACENGCOM Functional Managers and subordinate field activities for all
aspects of Information Systeme LCM and Information Resources Management (IRM).

(4) Review and, when appropriate, endorse special-~interest (lease)
acquisitions to COMNISMC as outlined in reference (a).

(5) Coordinate all COMNAVFACENGCOM requirements for GSA Agency
Procurement Requests, Warner Exemptions to the Brooks Act and other similar
requirements with higher level DON offices, as appropriate.

(6) Coordinate all COMNAVFACENGCOM responses to inguiries from
higher authority concerning past and planned acquisitions from DON and/or DOD-
wide umbrella or Indefinite Delivery/Indefinite Quantity (ID/IQ) contracts.

(7) Ensure availability of information systems security technical
advice and assistance to NAVFACENGCOM activities for implementing controlled
access protection, preparing security plans, engineering technical support,
configuring system security features, and employing security procedures.

(8) Verify that resources used for the acquisition of FIP
resources are properly reported in Information Technology (IT) Budget
Exhibits.

(9) Approve 1S projects within the scope of the delegated ISAA.
Maintain appropriate records of IS approval actions for inspection and audit.
Coordinate the review of 1S projects forwarded to NAVFACENGCOMHQ with the
cognizant Functional Manager.

(10) Provide Command WAN standards and policy based upon
coordinated efforts of the NAVFACENGCOMHQ Information Center, the FACSO
Information Center and field LAN administrators.

b. COMNAVFACENGCOM Inspector General (Code 00G) reviews Information
System Life Cycle Management and Information System Security posture during
all inspections. Results of these reviews are submitted to
DASN(C4I/EW/Space)/Assistant Secretary of the Navy (RD&A) as appropriate.

c. COMNAVFACENGCOM Network Administrator. FACSO, in its role as the
COMNAVFACENGCOM Network Administrator (which encompasses all Command-wide
telecommunication network services, including mainframe access, electronic
mail, and other services as they develop), will:

(1) Assist in the development of COMNAVFACENGCOM Code 911 approved
standards (including but not limited to naming conventions, attributes, and
network addresses) and distribute and enforce them as applicable to the
network communications environment.

(2) Develop and maintain a rolling three year plan for integration
of future business requirements and technologies as they relate to the
network.

(3) Provide direction on the Command’s network communications
configuration management and documentation. Coordinate the Command’'s network
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backbone design and improvement efforts. The scope includes the
communications infrastructure, topology, connectivity, Network Operating
System/Communication Processing Operating System (NOS/COS), bridges and
gateways. Plan and execute NOS/COS installations and upgrades; work with the
field IS Managers to establish guidelines and schedules for installations,
modifications, and upgrades. Coordinate and disseminate information and
control changes that impact the Command’s telecommunication network
performance. Provide technical advice and assistance on the selection,
acquisition and management of network components.

{(4) Act as central point of contact and liaison for all
NAVFACENGCOM activities and components on network telecommunication matters.
Coordinate the resolution of problems and work directly with network vendors
as required. Provide "“help desk™ support to customers at all times.

(5) Monitor network traffic and responsiveness and provide
recommendations and solutions to improve performance. Research, develop, test
and evaluate new technologies that could enhance network performance at both
the Command and local levels. Provide direction on training and tools
required to monitor and improve network performance at all levels.

(6) Maintain a staff of certified network specialists and
engineers to ensure qualified personnel are available to support the major
network and communication processor operating systems throughout the Command.

(7) Administer access to the FACSO mainframe applications and
maintain security through the issuance of user identifications and passwords.

e. COMNAVFACENGCOM PFunctional Managers will:

(1) For Information Systems within their functional areas, ensure
that the systems (e.g., procedures, processes, products, etc.) conform to
applicable functional policy, are consistent with DON wide objectives, do not
propose the automation of processes that are already automated by operational
systems or systems under development, and are compatible with DOD information
systems initiatives.

(2) Ensure that information requirements, information systems
standardization, and information systems security requirements have been
adequately considered and incorporated in the system definition.

{(3) Review, validate, and as appropriate, endorse for approval all
Information System LCM documentation for information system efforts within
their functional area.

(4) Periodically review all information systems supporting their
functional areas, identify common information requirements, eliminate
duplicative or overlapping systems, and identify and plan for fulfillment of
shortfalls in existing IS support.

(5) Ensure proper coordination with other Functional Managers when
Information Systems are multifunctional or multicommand in scope.

(6) Specify information system and/or information resource
requirements, conduct information system planning and budget functions, and
oversee the use of information resources for the COMNAVFACENGCOM Functional
Manager. The planning and budget functions will be coordinated with
NAVFACENGCOM Code 911.

f. Commanding Officers of all NAVFACENGCOM components and activities
wills
(1) Ensure that local information systems (e.g. procedures,
processes, products, etc.) conform to applicable functional policy, are
consistent with DON-wide objectives, do not duplicate functions of operational
systems or systems under development, and are compatible with DOD information
systems initiatives. V-7 :
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(2) Ensure that local information requirements, information
systems standardization, and information systems security requirements have
been adeguately considered and incorporated in the system definition.

(3) Ensure the validity of all local information system LCM
documentation (e.g. Abbreviated System Decision Papers (ASDPs). Fund only
information system requirements which have an approved ASDP.

(4) Periodically review all local information systems supporting
their activity, identify common information requirements, eliminate
duplicative or overlapping systems, and identify and plan for fulfillment of
shortfalls in existing IS support.

(5) Ensure proper coordination with other managers when
Information Systems are multifunctional or multicommand in scope.

(6) Appoint, in writing, a single local Information Systems
Manager, and provide NAVFACENGCOM Code 911 a copy of the appointment letter.

g. Local Information Systems Managers, as appointed by the Commanding
Officer, will:

(1) Manage local Information Resources Management and promote
implementation of the LCM discipline for all IS initiatives/projects.

(2) Ensure compliance with established DON/Command IS MDA levels.

(3) Provide LCM technical advice, assistance, and oversight to
local Functional Managers for the preparation of acquisition packages for
information resources.

(4) Approve local information systems requirements within the
scope of the activity’'s delegated ISAhR. Maintain appropriate records of
information system approval actions for inspection and audit. Coordinate the
review of local information system requirements with the cognizant local
Functional Manager.

(5) Ensure availability of information systems security technical
advice and assistance to local Functional Managers for implementing controlled
access protection, preparing security plans, engineering technical support,
configuring system security features, and employing security procedures.

(6) Manage local additions and/or modifications to the Local Area
Networks (LANs). Ensure that all local networks comply with Command-wide
network standards and plans. Coordinate additions/changes to the Command’s
telecommunication network with the Facilities Systems Office (FACSO) and
NAVFACENGCOMHQ (Code 911).

(7) Identify IS deficiencies including security risks and
vulnerability, diagnose problems, take corrective action, and verify systems
performance.

(8) Periodically review all information systems within the scope
of the local delegated ISAA, for effectiveness, affordability, efficiency,
manageability, and coordination; making recommendations to the local
Commanding Officer or Functional Manager or the COMNAVFACENGCOM Functional

Manager, as appropriate.

(9) Provide input, as requested by COMNAVFACENGCOMHQ (Code 911),
to respond to inquires from higher authority concerning past and planned
acquisitions from DON and/or DOD-wide umbrella or Indefinite
Delivery/Indefinite Quantity (ID/IQ) contracts.

(10) Verify that resources used for the acquisition of FIP
resources are properly reported in the Information Technology (IT) Budget
Exhibits, as requested.

Iv-8
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(11) Ensure that FIP resources data are accurately reflected in

both the NAVCOMPT Real Property and IT resource inventories.

h. NAVFACENGCOM Contracting Offices will procure only FIP resources
which are approved in accordance with this instruction and/or reference (a).

L. M. SMITH, CAPT CEC USN

Comptroller
Distribution:
SNDL: FRKN1 (EFAs and EFDs)
FKN2 (CBCs)
FKN3 (OICCs)
FKN7 (NFESC)
FA46 (PWCs CINCLANTFLT)
FB54 (PWCs CINCPACFLT)
FT104 (PWCs CNET)
Distribution for NAVFACENGCOMHQ:
00 90 92 131 3on SOB
09 SOA 11 132 30B 51
00B 90Q 11A 14 40 60
00D 91 12 14A 40A 60A
OOF 91a 13 15 50
00G 91p 13a 30 S0A

AR

SN 0525-LD-543-7300
Iv-9



INAY A ACLID G Dadasd

I ctaln]
R 28 B

Abbreviated System Decision Paper (ASDP) Format

Abbreviated Systems Decision Paper (ASDP)
for
Insert the Project Name Here

1. Need. oOutline the need for automation as related to specific elements of the
activity's mission. Briefly summarize the functional requirements and information
dependent tasks. Describe the current method and evaluate the impact on operations by
maintaining the status quo capability.

2. Proposed Solution. Summarize the selected FIP resource solution (functional
requirements of the hardware and software) intended to satisfy the information
processing need. Identify assumptions and constraints considered in the selection.
Explain the acquisition strategy, indicating whether acquisitions will be competitive or
noncompetitive and from what source they will be acquired. Indicate the milestone
schedule of planned events, such as target dates for acquiring equipment and
implementing various applications.

3. Other Alternatives Considered. Summarize other alternatives considered and explain
why each was not selected as the proposed solution to the automation need.

4. Cost and Benefits. Summarize the projected costs (personnel, hardware, software,
security mechanisms, and facilities) associated with developing each of the alternatives
into an operational system. Identify expected benefits of each alternative such as
improvements to functional support and cost savings. Give a cost and benefits rationale
for selecting the recommended alternative.

5. Interface Considerations. Describe the planned or potential interface requirements
with other systems, both internal and external to the organization. 1Indicate whether or
not the project will be of an open system architecture. 1Indicate anticipated
advantages, problems, and security vulnerabilities associated with the system interface.

6. Testing. Describe the development, security, and operational tests, as applicable,
to be conducted prior to deployment of the FIP resources.

7. Funding. Identify the source and type of funding expected to be used for the
selected alternative. Give the current status of funding in support of the total
expected life cycle costs of the selected alternative.

8. Other Comments. Include any additional information that will facilitate
understanding and evaluation of the information system proposal. Address training,
security, privacy, maintenance, mobility and site preparation requirements.

9. Joint Signatures. Indicate the origin of the requirement and proposed solution.
The Functional Manager verifies the requirement.

Submitted:

(Process Manager) (Date)

Functional Requirements Validation:

(Functional Manager) (Date)

10. ASDP Review/Approval., The appropriate 1S Manager reviews and approves the proposed
solution. Signature indicates IS approval.

(Milestone Decision Authority) (Date)

Enclosure (1)

1V-10



§ 201-4.001

Excess FIP equipment means FIP
equipment controlled by a PFederal
agency but no longer required for its
needs.

Executive agency means any
executive department or independent
establishment in the executive branch
of the Government, including any
wholly owned Government corporation
(see 40 U.S.C. 472(a)).

Federal agency means any executive
agency or any establishment in the
legislative or judicial branch of the

Government, except the Senate, the
House of Representatives, the
Architect of the Capitol, and any
activities wunder the Architect’s
direction (see 40 U.S.C. 472(b)).

Federal information processing
(FIP) resources means automatic data
processing equipment (ADPE) as
defined in Public Law 99-500 (40
U.s.c. 1759(a)(2), and set out in
paragraphs (a) and (b) of this
definition.

(a) Any equipment or interconnected
system or subsystems of equipment
that is wused in the automatic
acquisition, storage, manipulation,
management, movement, control,
display, switching, interchange,
transmission, or reception, of data
or information-

(1) by a Federal agency, or

(2) under a contract with a
Federal agency which-

(i) requires the use of such

equipment, or

(ii) requires the performance of a
service or the furnishing of a
product which is performed or
produced making significant use of
such equipment.

(b) Such term includes-

(1) computers;

(2) ancillary equipment;

(3) software, firmware, and similar
procedures;

(4) services,
services; and

including support

NAVFACINST 7320.3B
FIRMR

(5) related resources as defined by
regulations issued by the
Administrator for General Services.

(c) The term, FIP resources,
includes FIP equipment, software,
services, support services,
maintenance, related supplies and

systems (specific examples of what
the term FIP resources includes and
excludes are provided in FIRMR
Bulletin A-1). These terms are
limited by paragraphs (a) and (b) of
the definition of FIP resources and
are defined as follows:

(d) FIP equipment means any
equipment or interconnected system or
subsystems of equipment used in the
automatic acquisition, storage,
manipulation, management, movement,
control, display, switching,
interchange, transmission, or
reception of data or information.

(e) FIP maintenance means those
examination, testing, repair, or part
replacement functions performed on
FIP equipment or software.

(f) FIP related supplies means any
consumable item designed specifically
for use with FIP equipment, software,
services, or support services.

(g) FIP services means any service,
other than FIP support services,
performed or furnished by using FIP
equipment or software.

(h) FIP software means any
software, including firmware,
specifically designed to make use of
and extend the capabilities of FIP
equipment.

(i) FIP support services means any
commercial nonpersonal services,
including FIP maintenance, used in
support of FIP equipment, software,
or services.

(jJ) FIP system means any organized
combination of FIP equipment,
software, services, support services,
or related supplies.

Federal Telecommunications System
(FTS) means the umbrella of local and

long distance telecommunications
services, including FTS2000 1long
distance services, provided,

operated, managed, or maintained by
GSA for the common use of all Federal
agencies and other authorized users.
File means an arrangement of
records. The term is used to denote
papers, photographs, photographic
copies, maps, machine-readable
information, or other recorded
information regardless of physical

FEDERAL INFORMATION RESOURCES MANAGEMENT REGULATION
(AMENDMENT 1, OCTOBER 1990)
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FIRMR Bulletin A-1
Attachment A

DEFINITION AND EXAMPLES

This attachment contains definitions (repeated from FIRMR Part

201-4) for FIP

resources. In addition, where it makes sense to

do so, examples are cited for the different categories of these

resources.

FIRMR "

Federal information processing (FIP) resources

Definition means automatic data processing equipment (ADPE) as
of FIP defined in Pub. L. 99-500 (40 U.S.C. 759(a)(2)), and
Resources set out in paragraphs (a) and (b) of this definition.

(a) Any equipment or interconnected system

or subsystems of equipment that is used in the
automatic acquisition, storage, manipulation,
management, movement, control, display, switching,
interchange, transmission, or reception, of data
or information--

(1) by a Federal agency, or

(2) under a contract with a Federal agency
which--

(i) requires the use of such equipment, or

(ii) requires the performance of a service or

the furnishing of a product which is performed or
produced making significant use of such equipment.

(b) Such term includes--

(1) computers;

(2) ancillary equipment;

(3) software, firmware, and similar procedures;
(4) services, including support services; and
(5) related resources as defined by regulations
issued by the Administrator of General Services.

(c) The term, FIP resources, includes FIP
equipment, software, services, support services,
maintenance, related supplies and systems. These
terms are limited by paragraphs (a) and (b) of the
definition of FIP resources and are defined as
follows:"

Iv-12
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FIRMR Bulletin A-1

Attachment A

FIRMR
Definition
of FIP
Equipment

Examples
of FIP
Equipment
to Which
the FIRMR
May be
Applicable

Examples

of Products
Containing
Embedded
FIP Equip-
ment

"(d) FIP equipment means any equipment or
interconnected system or subsystems of equipment
used in the automatic acquisition, storage,
manipulation, management, movement, control,
display, switching, interchange, transmission, or
reception of data or information."

FIP equipment includes the following:

a. Data processing and switching equipment, such
as supercomputers, mainframes, minicomputers,
microcomputers, analog and digital private branch
exchanges (PBX);

b. Ancillary equipment, such as disk drives, tape
drives, plotters, printers, storage and backup
devices cable connected to computers, digital
imaging equipment, optical storage and/or
retrieval equipment, source data
automation/recording equipment (e.g., optical
character recognition devices, computer-generated
microfilm and other data acquisition devices),
punched card accounting equipment, and office
automation equipment that was designed for use in
conjunction with or controlled by a computer
system; and

c. Telecommunications networks and related
equipment, such as voice communications networks;
data communications networks; local area networks;
terminals; modems; data encryption devices; fiber
optics and other communications networks; packet
switching equipment; terrestrial carrier equipment
(e.g., multiplexers and concentrators); lightwave,
microwave or satellite transmission and receiving
equipment; telephonic (including cellular)
equipment; and facsimile equipment.

The Federal Government frequently acquires
products containing embedded FIP equipment. Such
products are designed and produced to function
using the FIP equipment (most commonly
microprocessors) as an integral part of the
product. The FIRMR, at § 201-1.002, describes the
parameters to be applied when determining FIRMR

IV-13
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FIRMR
Definition
of FIP
Maintenance

Examples
of FIP
Maintenance

Examples
of Non-FIP
Maintenance

FIRMR
Definition
of FIP
Related
Supplies

Examples
of FIP

Related
Supplies

FIRMR Bulletin A-1
Attachment A

applicability to products containing embedded FIP
equipment. Some examples of products that often
contain embedded FIP equipment are electronic
clocks and watches, automobiles, elevators, blood
analyzers, and drill presses using numerical
control.

"(e) FIP maintenance means those examination,
testing, repair, or part replacement functions
performed on FIP equipment or software."

Examples of FIP maintenance are preventive and
remedial equipment diagnostic and repair services,
a field engineering change or field modification
to FIP equipment, and modifications and upgrades
to FIP software.

Examples of items that fall in this category
include maintenance of such end-items as discussed
in the category labelled "Examples of Products
Containing Embedded FIP Equipment." A specific
example is the maintenance of elevators.

"(f) FIP related supplies means any consumable
item designed specifically for use with FIP
equipment, software, services, or support
services."

Examples of FIP related supplies include
telecommunications fuses and connectors; floppy
diskettes; CD-ROM and laser optical disks; backup
cartridges; cables and wires; print wheels, print
ribbons; ink for ancillary equipment; printer
paper; FIP equipment cleaning kits; magnetic tape;
magnetic disks; and all other similar items
designed specifically for use with FIP equipment
in the creation, transmission, and maintenance of
automated information, data, records, or files.
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Attachment A

Examples
of Non-FIP
Related
Supplies

FIRMR
Definition
of FIP
Services

Examples
of FIP
Services

Examples
of Non-FIP
Services

FIRMR
Definition
of FIP
Software

Examples
of FIP
Software

Examples
of Non-FIP
Software

Examples of items that fall in this category
include supplies associated with such

end-items as discussed in the category labelled
"Examples of Products Containing Embedded FIP
Equipment." A specific example is the special
paper used in a blood analyzer to record the
results of the analysis.

"(g) FIP services means any service, other than
FIP support services, performed or furnished by
using FIP equipment or software."

Examples of FIP services include teleprocessing,
local batch processing, electronic mail, voice
mail, centrex, cellular telephone, facsimile,
packet switching of data.

and

An example of non-FIP services is transcription
services (e.g., the services required to make a
hardcopy of dictated or recorded matter).

"(h) FIP software means any software, including
firmware, specifically designed to make use of and
extend the capabilities of FIP equipment."

FIP software examples include systems programs
(e.g., control and library programs, assemblers,
compilers, interpreters, utility programs, sort-
merge programs, and maintenance-diagnostic
programs); application programs; and commercially-
available programs (e.g., word processing,
communications, graphics, file-management and data
base management system software). The term also
encompasses independent subroutines; related
groups of routines; sets or systems of programs;
data bases; and software documentation.

Examples of items that fall in this category
include software associated with such end-items

as discussed in the category labelled "Examples of
Products Containing Embedded FIP Equipment." A
specific example is any special software that may
be required to perform the analysis process of the
blood analyzer.
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FIRMR "(i) FIP support services means any commercial

Definition nonpersonal services, including FIP maintenance

of FIP used in support of FIP equipment, software, or

Support services."

Services

Examples Examples of FIP support services are source data

of FIP entry; computer output microfilming; software

Support conversion; training; planning for FIP resources;

Services capability and performance validation; studies
(e.g., requirements analyses, analyses of
alternatives, and conversion studies); facilities
management of Government-furnished FIP equipment;
custom software development; systems analysis and
design; equipment operation; network management;
network analysis and design; site preparation; and
computer performance evaluation and capacity
management.

Examples Examples of services that fall in this category

of Non-FIP include support services associated with such end-

Support items as discussed in the category labelled

Services "Examples of Products Containing Embedded FIP
Equipment." A specific example is the development
of custom software for numerically-controlled
drill presses.

FIRMR "(j) FIP system means any organized combination

Definition of FIP equipment, software, services, support

of FIP services, or related supplies."

System

Examples Examples of FIP systems are (1) a minicomputer

of FIP with a printer, terminals, and a tape drive, the

Systens associated systems programs and application
programs, and the magnetic tape and printer paper;
(2) a PBX and its associated software, telephones
and facsimile equipment and the wiring necessary
to connect the equipment to the PBX.

Examples Examples of systems that fall in this category

of Non-FIP include an organized combination of such end-items

Systens as discussed in the examples of embedded FIP

equipment and non-FIP related supplies, services,
software, and support services.
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SECTION V

MANAGEMENT AND ACCOUNTABILITY
OF

VISUAL INFORMATION EQUIPMENT

. Flow Chart (Figure 5.0)

. Management and Accountability of Visual
Information (VI) Equipment

o OPNAVINST 5290.1A
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Visual Information (VI)
Acquisition Process

ltew included NAVFAC
in the Activity MCVIMO
Approval

CNO (OPO9BG)

Approval
(WA YIMO ederemment)

-4

Determine if the requirement is Non- Professional or Non-Preduction.
If the item is a camera, projector, etc. costing Less Than $1,000 or
{f the item is a video camera/recorder costing Less Than $2,000
no special approval is required.
Use the the Allowance List to make this determination.
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SECTION V - MANAGEMENT AND ACCOUNTABILITY OF
VISUAL INFORMATION (VI) EQUIPMENT

Visual Information (VI) equipment is classified as plant or minor property
based on dollar threshold established by Defense Finance Accounting System
(DFAS) and recorded in the appropriate property inventory accountable records
in the same way as other government property. However, all accountable (VI)
equipment must be annotated "VI" in the remarks field of the inventory record.
Within the Federal Government, equipment that produces, displays, presents, or
is integral to the (VI) production process is defined as (VI) equipment and is
found in Federal Supply Groups 36, 58, 67, 70, and 77. VI equipment is
further classified as professional or non-professional. Professional (VI)
equipment is equipment whose characteristics conform to technical and
occupational standards which relate to professional skills requiring a high
degree of training.

Professional or production equipment can only be acquired by an authorized VI
activity. There are three authorized VI activities within the NAVFACENGCOM
claimancy:

—- Headquarters, NAVFACENGCOM;

-- Naval Engineering Service Center (NESC), Port Hueneme
(Note: NESC Washington comes under Headguarters NAVFACENGCOM
VI procedures); and,

-- Construction Battalion Center (CBC) Gulfport.

A Visual Information Activity is an organizational element or a function
within an organization in which one or more individuals are classified as VI,
or whose principal responsibility is to provide VI services. (Reference
OPNAVINST 5290.1A, Appendix A=-4) The Chief of Naval Operations has approved
the allowance list identifying the specific types of production equipment
authorized. NAVFACENGCOM, NESC, and CBC Gulfport have the approved allowance
list. Any requests for professional and production equipment exceeding the
approved allowance lists must be approved by the Chief of Naval Operations
(OP-09BG) .

Headgquarters, NAVFACENGCOM Visual Information Management Office (VIMO)
approves the purchase of professional and production equipment of any dollar
value, and non-professional and non-production equipment above the established
dollar threshold.

Disposal of VI equipment will follow established excess property procedures
through the Defense Reutilization Marketing Office (DRMO).

Use of VI Pacilities, Equipment and Material. (Reference OPNAVINST 5290.1A)

a. Government still, graphic, audio and motion media duplicating
equipment and appropriated funded playback equipment may not be used for
reproduction of copyrighted VI products.

b. VI professional production equipment may not be provided to, or used
by, non-VI personnel.

c. Navy VI personnel who are performing official duties shall not create
VI products for personal use or for purposes not directly related to official
Navy tasks.

d. All products created with government or personally owned equipment or
supplies (i.e., still or motion media cameras, film, magnetic tape,
illustration materials, etc.) while performing official dutiee are Navy
property and must be turned in to a Navy VI activity.
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e. Repair or maintenance of equipment acquired to support non-
appropriated fund activities or equipment not wholly owned by the U.S.
Government is prohibited.



DEPARTMENT OF THE NAVY
Office of the Chief of Naval Operations
Washington, DC 20350-2000

OPNAV INSTRUCTION 5290.1A

From: Chief of Naval Operations

To: All Ships and Stations (less Marine
Corps field addressees not having Navy
personnel attached)

NAVAL IMAGING PROGRAM
(NAVIMP) POLICY AND
RESPONSIBILITIES

Subj:

Ref: (a) SECNAVINST 5290.1B (NOTAL)
(b) OPNAVINST 4000.84 (NOTAL)
(c) OPNAVINST 4860.7B (NOTAL)
(d) SECNAVINST 5212.5C
(e) OPNAVINST 5430.48C (NOTAL)
(f) OPNAVINST 5450.225A (NOTAL)
Encl: (1) Navy Visual Information
Management and Operations
Manual

1. Purpose. To implement reference (a),
provide policy guidance and assign responsibilities
for the NAVIMP. This instruction is a major
revision and should be read in its entirety.

2. Cancellation. OPNAVINST 5290.1,
DD-PA(Q)1620(5290), DD~PA(AR)
1115(5290) and OPNAV 5290-1.

3. Background. In 1984, the Naval
Audiovisual Activities Program (NAVAP) was
established with the goal of centralizing
management, functions and support of Navy
audiovisual activities as directed by Presidential
management initiatives. Addressed herein is the
subsequent change of the NAVAP to the
NAVIMP, the realignment of functional
responsibilities within the Navy resulting from the
disestablishment of the Defense Audiovisual
Agency, changes in terminology and associated
definitions, and the separate publication of the
Catalog of Navy and Marine Corps Visual
Information Productions.

V-5
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OPNAVINST 5290.1A
OP-09BG
27 April 1990

4. Applicability and Scope. This instruction
applies to all Navy activities. The scope of Naval
Imaging includes still and motion imagery, audio,
graphic arts, visual aids, models, displays, visual
presentation services, and the processes and
resources that support them, and encompasses
the Department of Defense (DoD) term *Visual
Information (VI).” Emphasis is placed on
controlling proliferation of facilities, equipment,
manpower, products, productions and services
through central management at all levels.

5. Definitions. See enclosure (1).
6. Policy

a. A VI management office (VIMO) shall
be maintained at the headquarters level of each
major command and activity.

b. Visual Information activities shall:

(1) Be authorized and managed under
this instruction. They may be authorized for
dedicated support to a particular activity or
organization only if it is established clearly that
an existing Visual Information Support Center
(VISC) is not able to provide the needed
support. When authorized by OP-09BG, the
dedicated VI activity need not be collocated with
the VISC.

(2) Be consolidated into as few activities
as possible within each installation or metropo-
litan area. Where physical consolidation is not
feasible or economical, these activities shall be
managed centrally. Joint Visual Information
Services (JVIS) may be managed separately.

(3) Be operated in the most cost-
effective manner, and support all Department
of Defense (DoD) organizations within a geo-
graphic area. Interservice, interdepartmental
and interagency support shall be handied per
reference (b). Such support may include VI

857908558858
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OPNAVINST 5§290.1A
27 April 1990

documentation (VIDOC), production, product
procurement, reproduction, records center
operations, and services when the end result
increases overall effectiveness or economy.
Identifiable net additional costs for VI
intraservice, interservice, interdepartmental and
interagency services shall be accomplished on a
reimbursable basis except for Joint Visual
Information Service (JVIS) booking, distribution
and records center research.

(4) Recover the full cost of such VI
support per appropriate Comptroller of the Navy
{(NAVCOMPT) issuances, if industrially funded.

(5) Support non-U.S. Government
requests, where possible, on a reimbursable basis.

(6) Be defined as Commercial Activities
(CA) except for combat and combat support
elements, per reference (c). Curtailment of
commercial activities is proper to reestablish
combat and combat support elements or
rotational positions for support of Joint Staff war
plans.

c. Visual Information resources shall be
maintained to provide:

(1) Rapid deployment Combat Camera
(COMCAM) teams to support military operations
and emergencies, including documentation of
force deployments and activities before, during,
and after military engagements. COMCAM
records are an important and often the only
source of operational and technical information
for decision making at all levels, historical
documentation, public affairs and other purposes
in the Navy mission.

(2) General purpose VI support that
meets Navy requirements for VI documentation,
production, distribution, records centers, and
installation-level support.

(3) Dedicated VI support of such
activities as medical, intelligence, and research,
development, test, and evaluation (RDT&E).

(4) A training capability and career
progression for Navy VI personnel.

(5) The military personnel required to
support afloat and overseas commitments on a
rotational basis.

d. Visual Information resources, facilities
and production requirements common to other
DoD components shall be coordinated to ensure
optimum use.

e. Visual Information productions shall be:

(1) Used, when cost effective and
applicable to support mission réquirements.

(2) ldentified as requirements in the
Navy Annual VI Production Program which is
aligned with the Five-Year Defense Program
(FYDP).

(3) Evaluated to determine their
effectiveness. The complexity and cost of the
evaluation shall be in proportion to the cost
and program impact of the production being
evaluated.

(4) Managed throughout their existence
and distributed to ensure legal, efficient, and
cost effective use.

(5) If Interactive Video Disc (IVD) or
associated hardware, compatible with the
standard Video Graphics Array (VGA) family,
Color Graphics Adapter (CGA) or Extended
Graphic Adapter (EGA) at the read only
memory and basic input/output system
(ROM/BIOS) levels including off-the~shelf 1IVD
productions and those provided under major
systems acquisitions. Developments incorporating
1VD shall be based on the MS/DOS or the
LaserVision standard for optical video disc.

f. Original VI productions, products and
associated administrative records shall be
controlled throughout their life cycles and
disposed of per reference (d).



g. Automated information systems that
would duplicate the Defense Automated Visual
Information System (DAVIS) shall not be
developed without the approval of OP-09BG.

h. The DoD Still Media Records Center
shall be operated and maintained for support of
the DoD components, Federal Government and
public requirements.

i. DoD Motion Media Records Center and
DoD VI product distribution centers shall be
supported and utilized.

§. Visual Information equipment shall be
centrally managed.

k. Navy commands shall separately budget
and account for VI support, except for VI
equipment which is centrally managed, by
following instructions issued by NAVCOMPT
and the Navy Accounting and Finance Center.

1. Visual Information Equipment and
Material Allowance Lists shall be maintained
to ensure that:

(1) Lists consist of only those items of
V1 equipment essential to mission requirements.

(2) Lists do not include supply,
maintenance, or pipeline requirements as an
allowance or authorization.

(3) Introduction of nonstandard, com-
mercial, off-the-shelf VI equipment into the
Navy inventory is controlled.

(4) Latest standard and commercial VI
equipment are listed by National Stock Number
(NSN) (except for centain isolated instances
where development equipment must be allowed).

(5) Equipment requirements that are
above levels established in authorizations are
reviewed prior to approval by OP-09BG.

m. Operational test and evaluation of
commercial “off-the~shelf” VI equipment shall

NAVFACINST 7320.3B
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be coordinated with OP-09BG to eliminate
unnecessary duplication.

7. Responsibilities
a. Chief of Naval Operations (CNO)

(1) Assistant Vice Chief of Naval
Operations (OP-09B). Serves as the senior
Navy representative for VI activities; provides
program policy, guidance, direction, planning and
assessment for Navy VI; plans and programs for
resources to fulfill these responsibilities and
requirements; and serves as the primary advisor
for the Photographer’s Mate (PH) rating. Serves
as Executive Agent for the operation of the DoD
Still Media Records Center (See reference (e)).

(2) Assistant for Visual Information
(OP-09BG). Adbvises and assists OP-09B in
implementing the plans and policies for, and
evaluating the effectiveness of, the NAVIMP.
(See reference (e)).

(3) Commander, Naval Imaging
Command (COMNAVIMAGCOM). Provides
primary VI production, product and services
support to the DON and, as required, other
DoD components and Federa! agencies. (See
reference (f)).

b. Major Commands. Each major
command shall:

(1) Maintain a VIMO 10 be responsible
for all VI matters and implement all VI policy
and procedures issued by OP-09B.

(2) Ensure a VIMO is maintained at
subordinate commands and activities to admin-
ister and manage VI within the command.

(3) Recommend the establishment or
deactivation of VI activities.

(4) Ensure the maintenance of VI
Equipment and Material Allowance Lists for
subordinate commands.
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(5) Ensure proper and effective use of
VI resources through annual reviews and periodic
on-site inspections.

(6) Ensure review of VI productions for
subject matter accuracy and policy compliance
and provide validated VI production require-
ments to OP-09BG for the Navy Annual VI
Production Program.

(7) Ensure compliance with appropriate
COMNAVAIRSYSCOM directives for the
management of VI equipment and material.

c. Commander, Naval Air Systems
Command (COMNAVAIRSYSCOM). In
addition to its responsibilities listed in para-
graph 7b, COMNAVAIRSYSCOM shall also:

(1) Provide central management
Navy-wide for VI equipment including item
standardization, managing, cataloging,
requirement determination, procurement
direction and approval, distribution, logistics
support, and scheduling for repair or disposal
determination.

(2) Publish directives for the central
management of VI equipment and material.

(3) Plan, budget, procure and provide
technical coordination for VI equipment and
material including:

(a) All single~service procurement
items assigned to the Navy.

(b) Central management and
technical coordination of all VI equipment
and material (even if it is included in the
single-department purchase assignment of the
Defense General Supply Center (DGSC)).

(c) Military coordination for VI
equipment and material for the Navy.

(d) Serve as the Engineering
Support Activity for material in Federal Supply
Group 6730/6750.

(4) Publish and maintain OP-09B
approved VI Equipment and Material Allowance
Lists for all commands and activities in the Navy.

(5) In coordination with major command
VIMO's, conduct periodic field reviews of VI
Equipment and Material Allowance Lists and
frequent line-item reviews of VI equipment to
ensure compliance with DoD and Navy policy,
the updating of requirements, and to prevent
perpetuation of obsolete, undesirable, or
unnecessary VI equipment in the Navy inventory.

(6) As approved by OP-09B, coordinate
and manage the test and evaluation (T&E) of VI
equipment, material, techniques and systems for
the design, installation and general suitability of
equipment installation for ships, submarines,
aircraft and authorized VI shore activities.

(a) Initiate and supervise
procurement of materials for T&E of VI
equipment, systems, material and techniques.

(b) Initiate, coordinate and
supervise tests, experiments, and development
projects at various naval laboratories and VISC
for T&E of VI equipment, material and systems.

(c) Coordinate requirements
submitted by commands and activities for new
and improved VI equipment, material, tech-
niques and systems and initiate further T&E as
appropriate.

(d) Provide technical guidance for
the design of facilities aboard ships and at shore
activities.

(7) Prepare, review, evaluate, and
approve specifications and standards for VI
equipment, material and systems.

(8) Direct preparation of and review and
approve technical publications, manuals and
operating instructions for VI equipment, material,
techniques and systems.



(9) Review, evaluate and approve
specifications and standards (exclusive of items
related to diver safety) for underwater still,
motion picture and video camera recording
equipment and related systems.

d. Staff VI Officers and Managers. See
enclosure (1).

8. Exclusions

a. The foliowing types and uses of VI are
excluded from all provisions of this instruction:

(1) Photomechanical reproduction,
cartography, x-ray, microfilm and microfiche
production.

(2) Command and control information
displayed in conjunction with weapon systems.

(3) Visual Information collected
exclusively for surveillance, reconnaissance,
intelligence, or equipment integrated in an
reconnaissance-collecting vehicle.

(4) Visual Information productions on
the technical, procedural, or management aspects
of Navy and DoD cryptological operations.

(5) Facilities, services, and products
operated or maintained by Navy Broadcast
Service under SECNAVINST 1700.10C,
including “Navy News This Week".

(6) Visual Information commercial
entertainment productions and equipment
acquired and distributed by the Navy Motion
Picture Service.

(7) Visual Information equipment
embedded in non-VI systems. The term
“embedded” refers to VI equipment which is
specifically designed to serve a dedicated or
special purpose or function within a non-VI
system. The VI equipment cannot be physically
separated or operated to perform a VI function
outside the non-VI system. This VI equipment
is managed as part of that non-VI system.
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(8) Equipment of a VI nature acquired
with non-appropriated funds.

(9) Individual VI activities and their
equipment, products, and services funded by
research, development, test and evaluation
(RDT&E) and used solely to support pro-
grammed research mission activities.

b. If VI products excluded in subsections
9a(1) through 9a(4) and (9) are used in
producing a subsequent VI production, such
production shall be subject to all provisions of
this instruction. VI products excluded from the
provisions of this instruction are not excluded
from forwarding records following reference (d).

¢. Although standard equipment manage-
ment practices apply to all Navy equipment, the
specific provisions of this instruction do not apply
to certain types or uses of VI equipment. Such
equipment is also not centrally managed by
COMNAVAIRSYSCOM:

(1) Timing and synchronization apparatus
related to instrumentation recording.

(2) Visual Information equipment pro-
cured by and for Navy Broadcast Service and
“Navy News This Week".

(3) Radiographic equipment (industrial,
medical and dental x-rays).

(4) Visual Information equipment used
by administrative and security offices only for
identification (ID) purposes.

(5) Office-related support equipment
including: word processing equipment;
transcribing and intercom equipment; telephone
answering devices; xerographic equipment; and
microform production and using (viewing and
printing) equipment.

(6) Surveillance and monitoring systems
including closed-circuit television (CCTV) used
for security, safety inspection, testing and
medical life-supporting purposes.
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(7) Audio addressing or paging systems.

(8) Visual Information equipment
dedicated to the Pilot Landing Assist Training
(PLAT) System, secure flight crew briefing
systems, and meteorological information systems.

(9) Historical VI equipment preserved by
museums.

(10) Photomechanical reproduction
equipment (lithographic) and graphic arts
equipment is used only for the production of
illustrations, graphs, or charts produced for the
sole purpose of printing in a publication through
a lithographic process. Equipment which
supports both printing and graphic arts is not
excluded.

9. Action. All Navy activities shall immediately
implement this instruction.

10. Reports and Forms. See Appendix B of
enclosure (1).

R. C. JONES
Assistant Vice Chief of Naval Operations
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CHAPTER1

THE ROLE OF NAVAL VISUAL INFORMA-
TION, ACTIVITIES AND PERSONNEL

SECTION A - ROLE

1-1 The Role of Naval Visual Information (Vi).
The role of Naval VI is to provide support
through photographic, electronic and electro-
optical means, to the Navy for the attainment of
naval and national objectives.

a. Visual Information resources shall be
maintained by the Navy to provide

(1) Rapid deplovment Combat Camera
(COMCAM) teams to support military oper-
ations and emergencies, including documenta-
tion of force deployments and activities before,
during, and after military engagements;

(2) General purpose VI support that
meets Navy requirements for VI documentation,
production, distribution, records centers, and
installation-level support,

(3) Dedicated VI support of such activi-
ties as medical: intelligence: reconnaissance and
surveillance; and research, development, test,
and evaluation (RDT&E);

(4) A training capability and career pro-
gression for Navy VI personnel;

(5) The VI personnel required to support
afloat and overseas commitments on a rotational
basis.

b. The primary areas of responsibility are:

(1) Visual Information Documentation
(VIDOC) which includes COMCAM Documenta-
tion, Operational Documentation (OPDOC),
Technical Documentation (TECDQC) and sub-
functions using video, motion picture, still photo-
graphic, audio and other VI systems;

{2) Audiovisual (AV) production in sup-
port of Navy operations, training and other func-
tions:
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(3) Support of DoD VI Records Centers;

(4) Ship/Shore VI Support Centers
(VISC) which include: video, still phetographic
laboratory, graphics (including computer graph-
ics for VI purposes), VI library, presentation ser-
vices, and other VI services needed at base level;

(5) Dedicated VI mission functions in
support of specific Navy mission requirements
including video teleconferencing (VTC), interac-
tive video disc (IVD) and other visually based
systems .

1-2 Priorities. Guidelines for the manage-
ment of VI resources must emphasize full combat
and warfare-related operational documentation
over all other VI support services. Relative
priorities for providing VI services are to be uti-
lized where budget, manpower or equip-
ment/facility limitations preclude allocation of
resources to meet all mission requirements.

SECTION B - VI ACTIVITIES

1-3 Types of Navy VI Activities. All Navy VI ac-
tivities must meet specific requirements and are
categorized according to Table 1-1. In specific
cases, VI activities may be authorized detach-
ments to provide specialized support.

1-4 Approval of VI Activity Starts or Changes

a. Requests for establishing or modifying VI
activities must be supported by a published mis-
sion and function statement, a completed Navy
Visual Information Activity Request/Authoriza-
tion, OPNAV 5290/3 (available from OP-09BQG),
and a proposed VI Equipment and Material Al-
lowance List per appropriate COMNAVAIRSYS-
COM directives. Criteria for approval of afloat
activities shall be based on designs and modifi-
cations that have been approved and coordinated
by the Commander, Naval Sea Systems Com-
mand (COMNAVSEASYSCOM). All requests
must be endorsed by the VIMO and forwarded to
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COMNAVAIRSYSCOM prior to forwarding to
OP-09BG for approval

b. Expansion or new starts of VI activities
must be approved by the Assistant Secretary of
Defense (Public Affairs) (ASD(PA) or OP-443 in
coordination with OP-09BG when conditions
meet the criteria set forth in reference (b)

1-5 ldentification of Authorized Activities by
Department of Defense Visual Information Au-
thorization Number (DVIAN)

a. A permanent identification number, a
DVIAN, is assigned by OP-09BG to each autho-
rized Navy VI activity. The DVIAN replaces the
obsolete term "DODAVAN". The DVIAN is used
on all correspondence, reports and VI products
and productions to identifv the originating VI ac-
tivity. Navy DVIAN's are composed of five digits
as follows:

(1) The letter N, to signify Navy;

(2) A two-position code to identify each
major command or activity,

(3) A two-position code to identify an in-
dividual Navy VI activity. An example of a
DVIAN is N0123.

b. Navy Video Teleconferencing (VTC) ac-
tivities are identified by a special DVIAN as-
signed by OP-09BG.

¢. ADVIAN, and it’s associated reporting re-
quirements, can be disestablished by notifving
OP-09BG in writing, via the appropriate Visual
Information Management Office (VIMO), when:

{1) The activity or one of its functions is
no longer required and has VI resources assigned
to it.

(2) The VI activity will be consolidated
with other VI activities: or

(3) The VI activity is not considered to be
cost effective.

1-6 Use of VI Facilities, Equipment and Material

a. Government still, graphic, audio and mo-
tion media duplicating equipment and
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appropriated funded playback equipment may
not be used for reproduction of copyrighted VI
products.

b. VI professional production equipment
may not be provided to, or used by, non-VI per-
sonnel. (See paragraph 1-9). This policy does not
apply to:

(1) Fleet operational aviation, surface
and subsurface units directed to collect intelli-
gence information with portable equipment (i.e.,
35mm cameras, still video cameras, etc.),

(2} Specific nonprofessional VI equip-
ment such as: (a) 35mm cameras with non de-
tachable lens costing less than $§500. (b) video re-
corder/players (VHS, Beta, or Bmm) costing less
than $1,000; (c) video camera/recorder systems
costing less than $2,000. This equipment must
be dedicated to in-house support of functions
whose end product is of short duration (training,
role playing, etc.) and documentation which can-
not be satisfied by local VIactivities.

¢. Navy VI personnel who are performing of-
ficial duties shall not create VI products for per-
sonal use or for purposes not directly related to
official Navy tasks.

d All products created with government or
personally owned equipment or supplies (i.e.,
still or motion media cameras, film, magnetic
tape, illustration materials, etc,) while perform-
ing official duties are Navy property and must be
turned in to a Navy VI activity. VI productions
created as above must be approved in accordance
with this manual,

e. Repair or maintenance of equipment ac-
quired to support non-appropriated fund activi-
ties or equipment not wholly owned by the U.S.
Government is prohibited.

f. Official Navy VI equipment and material
may not be used beyond the confines of a naval
vessel, unit, activity, or station for other than of-
ficial assignments. The VI manager may sched-
ule and approve in-rate training programs



which are considered official assignments. Us-
ing Government equipment or materials for prof-
it violates U.S. Navy Regulations.

1-7 Annexes to Operation Orders

a. Operation orders for naval operations
shall include a COMCAM annex to provide VI
support. The imagery, acquired using still and

motion media cameras, provides command, con- -

trol, and management authorities, who may not
necessarily be on the scene of deployment or com-
bat, the ability to visualize the essence of on-
going combat support and military assistance op-
erations involving U.S. personnel. The use of
COMCAM during a conflict should be as follows:

(1) Immediate exploitation oi the imag-
ery by the field commander, unified and specified
commands, the Joint Staff and National Com-
mand Authorities of, but not limited to, the key
actions before, during and after mobilization, de-
ployment, force generation, and force employ-
ment;

{2) Assessment of the effectiveness of
preparations, support operations, and attain-
ment of objectives: problem identification: evalu-
ating the effectiveness of weapons systems: intel-
ligence, medical and other support; public affairs
purposes and propaganda:

(3) Preservation of all materials for ana-
lysis, historical documentation and archival
preservation is a goal for all COMCAM products.

b. Comprehensive COMCAM documentation
of fleet operations requires careful planning and
scheduling of personnel and equipment. Helicop-
ters, fixed-wing aircraft, or small craft shall be
provided for use as media recording platforms.
Qualilied staff VI officers are available at Com-
mander in Chief, Atlantic (CINCLANTFLT),
Commander in Chief, Pacific (CINCPACFLT),
Fleet Imaging Command, Atlantic, NAS Nor-
folk, VA; Fleet Imaging Command, NAS North
Island, San Diego. CA and aboard all aircraft
carriers and command ships to assist in plan-
ning COMCAM teams may be requested to pro-
-vide complete still and motion media documenta-
tion or to augment local capabilities t(see para-
graph 2-5).
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SECTION C - VI PERSONNEL

1-8 General. Professional VI personnel are de-
fined as Photographer’s Mates (PH), Journalists
(JO), Hlustrator-Draftsman (DM), Hospital
Corpsman (HM (NEC 8472 only)), their desig-
nated strikers, civilian personnel working with-
in the General Schedule (GS) series which has a
VI emphasis (primarily the Information and Arts
Group, GS-1000 series) Non- professional VI
personnel are defined as VIMO's, public affairs
officers, and other personnel designated by the
VIMO. The Catalog of Navy Training Courses
(CANTRAC), NAVEDTRA 10500, provides com-
plete rate training course information.

1-9 Assignment of Vi Personnel

a. Active duty enlisted Photographer's
Mates (PH), including active duty Naval Reserv-
ists (TAR), shall be assigned to commands au-
thorized to operate a VI activity PH's assigned
to commands not authorized to operate a VI ac-
tivity shall be assigned on temporary duty or spe-
cial detail to the VI activity in the ship or station
where they are based. The following exceptions
are authorized:

(1) Squadron PH's shall be assigned to
the ships or stations VI activity to support the
squadrons reconnaissance mission except for
those filling a valid PH NEC 8288 billet, or in di-
rect support of the reconnaissance gathering
platform;

(2) Personnel of Naval Imaging Com-
mand (NAVIMAGCOM), Fleet Imaging Com-
mand, Atlantic (FLTIMAGCOMLANT) and
Fleet Imaging Command, Pacific (FLTIMAG-
COMPAC), when ordered to naval organizations
or embarked in naval vessels, have specific VI
assignments to accomplish. These personnel will
not be assigned to the local VI activity or as-
signed other military duties that will interfere
with the accomplishment of their primary mis-
sion.

b Selected Naval Reserve VI personnel shall
be assigned to the appropriate Naval Reserve
unit, naval vessel, or station VI activity which
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can effectively train the individual for an as-
signed mobilization billet. Program managers
and assistants shall coordinate with gaining mo-
bilization activities and their detachments to de-
velop and implement ongoing training programs.

c¢. When a ship or a mobile construction bat-
talion is not operating a VI activity, sufficient
PH’s shall be assigned to the local VI activity on
temporary duty to enable that activity to fulfill
VI support requirements

d. Exception. Paragraph 1-9 does not per-
tain to Photographer’s Mates released by the
Photographic Detailer for special duty assign-
ments (i.e.. recruiting duty, recruit company
commander, instructor duty, etc).

1-10 Staff Vi Officers and VI Managers

a. The Staff VI Officer. These officers pro-
vide technical advice and assistance on all VI
matters to commanders, staffs and subordinate
units Specifically, Staff VI Officers are desig-
nated at the command level (o fulfill the duties
outline in paragraph 7b of the basic instruction,
as well as those listed below:

(1) Advise the commander, staff and sub-
ordinate units on the capabilities of VI activities;

(2) Ensure operational readiness of sub-
ordinate VI activities and take action to correct
deficiencies;

(3). Provide technical assistance for ad-
ministrative and material inspections of subordi-
nate Vi activities;

{4) Revise appropriate sections of inspec-
tion requirements to ensure that operational
readiness inspections measure the responsive-
ness of V0 activities;

(5) Develop, review and maintain the
COMCAM Annex to operational orders and exer-
cise plans,

{6) Recommend changes to the VI allow-
ance of subordinate units to enhance operational
readiness;
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(7) Recommend changes for training of
VI personnel to meet requirements:

(8) Review the efficiency and productiv-
ity of subordinate activities and recommend es-
tablishment, consolidation or deactivation;

{9) Review VI personnel allowances of
subordinate units and rccommend appropriate
changes:

(10) Maintain liaison with staff intelli-
gence, reconnaissance and public affairs officers
to ensure that subordinate VI activities and
units are responsive to their needs;

(11) Keep informed of and brief com-
manders and staff about new equipment and its
effect on readiness and operations.

b. The VI Manager. The VI manager ad-
ministers and operates VI activities ashore and
afloat and is designated by the officer in com-
mand. VI managers:

{1) Plan, program and budget for the op-
eration and maintenance of VI activities:

(2) Advise the officer in command of the
capabilities of VI personnel on board and the sta-
tus of VI equipment;

(3) Review and recommend changes to
personnel and equipment allowances and recom-
mend appropriate changes:

(4) Provide VI documentation, products,
productions and services to support the Naval
Imaging Program (NAVIMP),

(5) Maintain quality standards for all VI
products and productions:

(6) Stock adequate material and main-
tain VI equipment within established allow-
ances,

{7) Maintain custody of and account for
VI equipment and supplies:

(8) Assign priorities to VI requests in ac-
cordance with chapter 1, paragraph 1-2.
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(9) Train VI personnel in the latest VI de-
velopments, techniques and equipment:

{10) Maintain liaison with public affairs
and intelligence officers for VI matters;

(11) Ensure that VI resources are used
only for essential official work and training of
dedicated/authorized VI personnel;
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(12) Coordinate and provide local VI sup-
port to reconnaissance, surveillance, intelligence
and RDT&E efforts;

(13) Ensure that copyrighted VI products
or productions are not duplicated without proper
authority; and

(14) Ensure that VI activities are limited
to authorized and lawful purposes
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PRIMARY
FUNCTION

TYPES OF NAVY VI ACTIVITIES

DESCRIPTION

LEVEL OF
APPROVAL

VI Support
Center

Provides support services to all organizations on an
instaliation or within a defined geographic area It may
include motion picture, still photography, television
and audio recording for nonproduction documentary
purposes; graphic arts; VI library services; presentation
services; and VI equipment maintenance. Services may
also include lease or rental of off-the-shelf commercial
Vi productions for local use.

OP-09BG

V! Production
(Category 1)

includes production, reproduction and distribution of
Category 1 VI productions

OP-09BG

VI Production
(Category 2)

Includes all functions of Type “B" activities plus
production and reproduction of Categories 1 and 2 VI
productions

OP-09BG

Vi Production
(Category 3)

Includes all functions of Type "B" and "C" activities plus
production, reproduction, and commercial contracting
of Categories 1, 2 and 3 VI productions

ASD(PA)

VI Records
Centers

Central control and storage facility for Vi products
(COMNAVIMAGCOM Only)

ASD(PA)

Combat
Camera

VIDOC covering air, sea, and ground actions of combat,
combat support operations and related peacetime
training activities.

OP-098G

Technical
Documentation

VIDOC of actual events for evaluation. Includes
intelligence, medical, and other documentation, optical
instrumentation and armament recording

OP-09BG

Broadcasting

Includes cable, community antenna, closed-circuit and
other radio and television broadcast services

OP-09BG

Videotelecon-
ferencing

Use of electronic media for audio and visual interaction
between two or more locations

OP-09BG

Media
Distribution

Central VI product distribution.

ASD(PA)

VI Training

Formal V! training for Navy personnel. It may engage in
Category 1 Vi production, reproduction, and
distribution to support formal programs of instruction

ASD(PA)

VI Management

Provides VI staff functions and management of VI
activities.

TABLE 1-1
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CHAPTER 2

VI PRODUCTS AND SERVICES

2-1 General. This chapter defines VI products,
services and records and establishes procedures
for requesting VI services. VI products include
such media elements as still photography (film
and video), graphic arts (including computer
generated graphics for VI purposes), motion me-
dia (film, video tape or disc (including [VD)),
audio recordings and VTC.

2-2 Obtaining Products and Services

a. Navy VISC may utilize OPNAV 5290/1,
(2-83), Request for Visual Information (VI) Ser-
vices, formulate an in-house VI Job Order Form,
or an automated equivalent of either, which will
serve as the official request and receipt for VI
products and services {except VI productions -
see Chapters 3 and 4). At a minimum, the form
shall contain a: (1) Job Order Number. (2) cus-
tomer signature block with a disclaimer that the
service requested is official work and essential to
mission accomplishment; (3) product security
classification, (4) any other information required
by the VISC to officially accomplish the request
or which is useful in computing the Visual Infor-
mation (VI) Annual Activity Report (DD 2054/1).

b The requester should forward the request
as soon as requirements are recognized to ensure
proper planning and delivery of the product or
service. Contact the servicing activity when spe-
cial requirements arise since capabilities and
product delivery times vary from VISC to VISC

2-3 Identification Procedures for Job Orders

a. Each job order, OPNAV 5290/1 (2-83) or
equivalent, shall be assigned a sequential Job
Order Number, reset to ONE on the first day of
each fiscal year. This number replaces the
Standard AV Work Request Number
(SAVWRN).

b. An unclassified job order log shall be
maintained by each activity. It shall also be cre-
ated on the first of each fiscal year, reflecting
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the reset numbers. The log shall contain suffi-
cient data to avoid duplication of numbers, iden-
tify the product, its security classification, dispo-
sition, and any additional data required by the
VI activity. Unclassified identifiers shall be
used to refer to classified subjects.

2-4 Limitations on Availability and Use of Pro-
ducts and Services

a Graphics Design, development, produc-
tion, and duplication of two- and three-
dimensional visual aid products shall be limited
to those essential for mission requirements.

b. Documentation

(1) Recording or photographing parades,
inspections, prescntation of awards, ceremonies,
visits of national or foreign dignitaries, and ath-
letic and social events is strictly limited This
type of documentation shall be used only for offi-
cial internal or external publications, communi-
cations that provide historical documentation of
national interest, or meet a definite requirement
for recruiting and retention of civilian or mili-
tary personnel.

(2) Services such as scripting, photogra-
phing/recording, titling, and editing can be ac-
complished separately for a single product. Com-
bining these separate services to any degree may
create a Vi production which must be authorized
in accordance with Chapters 3 and 4 of this man-
ual.

(3) Navy aircraft may not be used as plat-
forms to photographically or electronically pro-
duce a product or VI production for any individ-
ual, corporation, or agency (other than depart-
ments or agencies of the Federal Government)
without approval of OP-05 and OP-09BG This
policy does not preclude releases to the news me-
dia (according to established procedures) or sales
of cleared products or V1 productions to the pub-
lic per appropriate DoD) and SKCNAV issuances

¢. Personnel photographs:

(1) VISC's shall produce official person-
nel photographs of military or DoD civilian per-
sonnel as required by MILPERSMAN 15560A,
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Naval Military Personnel Manual, or other ap-
plicable instructions, to meet the requirements of
retention, promotion, selection boards, etc

(2) Portrait photographs must be limited
to meet definite official requirements Roster
board photographs are limited to requirements
for identification of senior management person-
nel (Department Head level and above) and per-
sonnel performing command-wide counseling du-
ties (i.e., drug, alcohol, equal opportunity, career
counselor, etc.). Portrait photographs for mili-
tary personnel will be taken in the service uni-
form, as prescribed in U.S. Navy Uniform Regu-
lations. Appropriate equivalent attire is sug-
gested for civilian personnel. These photographs
must be printed in the smallest standard size
suitable for the proposed use.

(3) Passport photographs shall be pro-
vided only to military personnel, their depen-
dents, and employvees of the Federal Government
when required for official travel purposes Any
other passport photography infringes on com-
mercial enterprise and may violate U S Navy
Regulations Passport photography is exempt
from filing and forwarding instructions pre-
scribed in this manual.

d. VI products, productions and services may
be subject to copyright restrictions addressed in
Title 17 of the U.S. Code. SECNAVINST 5870.4
may apply and should be consulted before under-
taking any work request which may contain
copyrighted material.

e Items and materials forbidden for repro-
duction:

(1) Reproduction of certain items is pro-
hibited by Federal law, i.e., bonds, paper curren-
cy, certificates of deposit, stamps, etc. Person-
nel who make copies of these items may be sub-
ject to prosecution.

(2) The production, reproduction, or du-
plication of obscene materials is prohibited

2-5 Types of Products and Services

a. Aerial photographs of naval vessels and
shore installations shall be produced annually or
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when significant changes occur VIMO's shall
ensure that adequate support is provided to ac-
complish required aerial photography File and
forward original film as outlined in SECNA-
VINST 5212.5C.

b. Intelligence and reconnaissance products
are exempt from the filing and forwarding
instructions that apply to other VI products in
accordance with SECNAVINST 5212.5C. Specif-
ic handling instructions for these products may
be found in appropriate Defense Intelligence
Agency publications

c. Products produced in support of aircraft
mishap and accident investigations are consid-
ered real evidence in the event of liability involv-
ing the government and must be strictly con-
trolied due to the nature of the information they
may contain and the purpose for which they are
created. [dentify and mark in accordance with
this chapter and forward everything to the Sen-
ior Member of the Aviation Mishap Board (AMB)
as outlined in OPNAVINST 3750 6Q, Naval Avi-
ation Safety Program (NOTAL)

d. Products produced in conjunction with le-
gal investigations must be handled as controlled
information requiring a specific, written chain of
custody. They are exempt from normal forward-
ing requirements Identify and mark in accor-
dance with this manual and forward to the inves-
tigating agency.

e Public Affairs and VIDOC products are es-
sential to inform the American public of the ac-
tivities of the U.S. Navy and provide historical
documentation of major events. Comprehensive
documentation of public affairs initiatives re-
quires close coordination by public affairs offi-
cers with VI managers for scheduling of re-
sources Release of official Navy VI products to
the news media shall be made only by the Chief
of Naval Information (CHINFQ), commanders,
and commanding officers through an established
public affairs office as prescribed by SECNA-
VINST 5720.44 A

f. Visual Information documentation pro-
duced in support of COMCAM or other signifi-
cant events of special interest:
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(1) As defined in paragraph 1-7,
COMCAM and VIDOC of special interest will be
fully captioned, utilizing the Visual Information
Caption Sheet, DD 2537, and transferred by the
fastest possible means to the Joint Combat Cam-
era Center (JCCC) in room 5A518 at the Penta-
gon. To facilitate delivery of the material once it
arrives in the Washington, DC area, the 1361st
Audiovisual Squadron (AVS) is designated to
pick up all COMCAM materials and deliver
them to the JCCC. The 1361 AVS will pick up
material at any of the Washington, DC, area air-
ports (National, Dulles, or Balti-
more/Washington International) or at Andrews
AFB COMCAM material being shipped to the
JCCC must be addressed as follows:

1361 Audiovisual Squadron/DO
Attn: JCCC
Building 3720
Andrews AFB, MD 20331-5997

(2) When materials are shipped to the
1361st AVS, the sender must notifv the 1361st
AVS and COMNAVIMAGCOM via telephone or
message of the mode of shipment, airport at
which the material will arrive, airline, flight
number, arrival time, number of packages, etc.

Message Address:
1361AVS ANDREWS AFB MD//DO//
ADD:
INFO COMNAVIMAGCOM WASHINGTON
DC 1100/

Duty hours telephone (0730-1630 EST):
1361AVS:

AUTOVON 858-7786/7783
Commercial (301)981-7786/7783
Non-duty hours:

AUTOVON 858-5058/5059
Commercial (301) 981-7786/7783
(This is the Andrews AFB Command Post. Ask
for the 1361st AVS Duty Officer.)

COMNAVIMAGCOM:
AUTOVON 288-4091
Commercial (202) 433-1091
Non-duty hours:
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AUTOVON 288-2106 or 2102
Commercial (202) 433-2106 or 2102

(3) There are numerous ways ‘to ship VI
materials. They include, but are not limited to,
military air, commercial air, counter-to-counter
service, air express (Federal Express, United
Parcel Service, Emery Air Freight, etc.), diplo-
matic pouch, registered mail and courier.

g. Research, Development, Test & Evalua-
tion (RDT&E) activities produce VIDOC for
Technical Reports to satisfv local requirements
in evaluating research and tests After these
Technical Reports have served their purpose, ac-
tivities shall forward all original materials (in-
cluding negatives or prints, if only a print exists)
and any supporting written reports, by following
instructions provided in SKCNAVINST 5212.5C.

h. Visual Information Reports (Technical
and Intelligence)

{1) Visual Information Reports are ex-
panded film or video clips and do not require ID
markings. The production techniques used in
their preparation are restricted, the production
life expectancy is less than twelve months and
generally require no more than five (5) copies.

(2) Visual Information Technical Reports
are the assembly of medical, reconnaissance, sur-
veillance, RDT&E or other technical documenta-
tion imagery to report on a mission-related
event. They may include use of “voice over” nar-
ration to describe or report the events taking
place. Simple titles, without addition of effects,
may be used.

{3) Visual Information Intelligence Re-
ports are the assembly of imagery prepared for
time-sensitive intelligence analysis. Prepara-
tion of these reports employvs only readily avail-
able AV techniques such as electronic and opti-
cal enhancement and “voice over” narration

(4) The addition of other imagery, sound
or optical effects or other production values
would classify the report as a VI production and
place it under the purview of Chapters 3 and 4 of
this manual
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i. Special Film Processing. Most commonly
used photographic films can be processed locally
by a VISC with approved photographic functions.
Exceptions are the various films requiring spe-
cialized manufacturer processing. These films
cannot be processed in-house by any VISC activ-
ity. The following guidance applies:

(1) Classified films. Film that cannot be
processed by the supporting VISC shall not be
used for intelligence or surveillance information
except under emergency or unusual conditions as
a last resort. When these films must be used for
these classified applications, the exposed film,
with appropriate classification transmittal docu-
ments and Visual Information Caption Sheets,
DD 2537, must be submitted by the originating
command to

Naval Technical Intelligence Center
4301 Suitland Road
Washington, DC 20395-5020

for processing by designated cominercial labora-
tories. Current security requirements for ship-
ping and handling must be followed when trans-
mitting exposed, unprocessed, or processed film.
These cautions also apply to the use of non-
standard films for other classified subjects.
Should their use be necessary, submit the ex-
posed film, as above, to NAVIMAGCOM for pro-
cessing by a designated commercial laboratory.
Again, it should be used only as a last resort.

(2) Unclassified films. Only VISC's au-
thorized still photography are permitted to buy
and use prepaid mailers for processing unclassi-
fied film requiring unique processing. Should
mailers not be available from a VISC, the origi-
nating command may request processing from
NAVIMAGCOM (submit cover letter and Visual
Information Caption Sheet, DD 2537) or have the
film processed on local contract.

2-6 Visual Information Caption Sheet. A Visual
Information Caption Sheet, DD 2537, must ac-
company all products forwarded for ultimate ac-
cessioning by the Still and Motion Media‘Records
Centers. Its use ensures that all necessary cap-
tioning information is available and standard-
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izes data entry into the Records Centers comput-
erized finding aid systems. (See chapter 6).

2-7 Identification Procedures for VI Products.

a. The Visual Information Record Identifica-
tion Number (VIRIN) replaces the Standardized
Audiovisual Record ldentification Number
(SAVRIN). Each original product to be retained
in file shall be identified with a number consist-
ing of the DVIAN, the media type, the last two
digits of the fiscal year, a six digit sequence
number, and security classification, if applicable.
{See paragraph 2-8 for media and security classi-
fication codes). Each set of characters is separat-
ed by a hyphen. Reset the sequence number to
000001 on the first day of the new fiscal year.
For example, if the first product of FY 89 to be
filed by FLTIMAGCOMPAC San Diego was a
confidential, still color negative, the VIRIN
would be: N0108-SCN-89-000001-CO

b. VIRIN Log. Each VISC shall establish
and maintain a VIRIN Log. The VIRIN Log con-
solidates and replaces all still picture negative,
motion picture and graphic arts product logs pre-
viously used. The log entries shall consist of the
VIRIN assigned to each original product, the
VISC job order number, security classification,
format, media type, subject matter, date origi-
nated, cameraman’s or artists name, final dispo-
sition of the product.

2-8 VIRIN Codes
a. Media Codes:

(1) ARD - audio record disc

(2) ARC - audio record, cassette

{3) ATR - audiotape, reel

(4) BDA -board art

{5) CDA - compact disc, audio

(6) CDV - compact disc, video

(7) 1VD - interactive videodisc

(8) LVD - linear videodisc

(9) MCN - motion picture negative,color

{10) MCP - motion picture positive, color

{11) MGM - miscellaneous graphic
media

{12) MPN - motion picture negative
black und white
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(13) MPP - motion picture positive,
black and white

(14) MMM - multimedia

(15) OTT - overhead transparency

(16) SCN - still photographic negative
color

(17) SLT - slide and tape

(18) SPN - still photographic negative
black and white

(19) SPT - still photographic
transparency

(20) SSS - slide set

{21) VSP - video still

(22) VTC - videotape cassette

(23) VTR - videotape reel

b. FY originated :

(1) Still Photography - FY of exposure

(2) Motion Media - FY of exposure or
recording

(3) Productions - FY of completion

c. Security classification:

(1) Blank - Unclassified
(2) CO - Confidential
(3) SE - Secret

(4) TS - Top Secret

2-9 How To Mark VI Products For Filing.
a. Still photography:

(1) Negatives shall be marked with the
VIRIN on the base side, outside the usable image
area, using indelible ink. Roll negatives shall be
cut into strips, with each strip being assigned a
separate VIRIN. Individual frames on the strip
shall be identified by letters (A,B,C,etc.). Those
frames within the strip not intended for filing
are not identified and should not be crossed out.

(2) Transparencies shall be mounted in
glassless cardboard or plastic mounts with the
VIRIN marked on the mount.

(3) Photographic prints shall be marked
on the base side with the following data:

(a) VIRIN assigned to the original
negative.
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(b) Date of original photography

(c) Name and address of the originat-
ing activity.

(d) Unclassified photographs that
have been cleared for public release in accor-
dance with SECNAVINST 5720.44A shall be
stamped: "United States Navy Photography.
Please credit USN PHOTO".

{e) Security classification, authority,
and appropriate downgrading and declassifica-
tion instructions.

(D Aircraft mishap and accident pho-
tographs, photographs of evidence, tincluding
property damage or personal injury photographs)
which are not releasable under the Freedom of
Information Act, and all classified products,
shall be stamped with the appropriate security
classification marking in addition to the "United
States Navy Photography.”

(g) Visual Information Caption
Sheets, DD 2537, for products which will be for-
warded to NAVIMAGCOM for pre-accessioning.

b. Graphic arts products:

(1) Mark the VIRIN on the viewing side
in a border area adjacent to the image area.

{2) Viewgraphs and transparencies pro-
duced from hard copy originals or movable let-
ters shall be marked and filed in the same man-
ner as prescribed for still photography. The secu-
rity classification shall be marked in the image
area of the product and show clearly when pro-
jected or viewed.

(3) Mark illustrations, charts, and
graphs with the following data:

(a) VIRIN assigned:

(b) Name and address of the originat-
ing activity;

{c) Security classification, authority,
and appropriate downgrading and declassifica-
tion instructions Markings shall he accessible,
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but should not hinder the usefulness of the prod-
uct.

¢. Motion Media Film, Video and Disc: Iden-
tify motion media film, video or disc with the
VIRIN, by individual roll, cassette or disc (see
para 2-8). Duplicate, unedited motion picture
film and videotape not intended to be included in
an AV production shall be identified with the fol-
lowing data, for a minimum of 5 seconds viewing
time:

(1) VIRIN assigned to the original

{2) Security classification, authority, and
downgrading and declassification instructions

{3) Caption data: Provide complete infor-
mation on subject matter of the film using the
Visual Information Caption Sheet, DD 2537 In-
clude scene and film length in Block 19. The film
shall be "slated” whenever possible. The slate
should include the following data: sub-
ject/location data; name of cameraman: classifi-
cation, roll number (if more than one roll on the
same subject); camera number.

d. Audio recorded in conjunction with visual
media shall be identified as above.

e. Other Products: Mark the VIRIN in the
most accessible area that does not interfere with
the use of the product. However, the VIRIN
must be accessible without disassembling the
product.

2-10 VI Record Management. VI records include
still and motion media photography, electronic
recordings (video and audio tape and disc), and
the paper files relating to them. Their physical
character makes them no less official than docu-
mentation in any other form. Guidance is con-
tained in SECNAVINST 5212.5C. Amplifying
information is listed below:

a. Still VI Products. Forward uncropped
proof prints or copy transparencies to NAVI-
MAGCOM, along with the Visual Informtion
Caption Sheet, DD 2537, and a Requisition and
Invoice/Shipping Document, DD 1149. The DD
1149 should contain information regarding the

amount of product forwarded, the number of
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shipments NAVIMAGCOM can expect, and a
point of contact with commercial and AUTO-
VON telephone numbers. A NIMC 16 form, Re-
ceipt and Disposition of Still Photography, will
be returned to the originator and serves as the
receipt. If accepted for accessioning, another
copy of the NIMC 16 will be provided the origina-
tor, listing the accession numbers assigned the
products and forwarding instructions for the
originals. Views not accepted for accessioning
will not be returned unless so requested by the
originator.

b Motion Picture Products. Forward origi-
nal or duplicate, processed or unprocessed motion
picture products with a completed DD 2537 and
DD 1149, to NAVIMAGCOM.

c. Video or Audio Products. Forward one du-
plicate product with completed DD 2537 and DD
1149 Mark each clearly as a duplicate and with
the name and address of the originating activity
and the appropriate PIN or VIRIN. After review,
NAVIMAGCOM will return the duplicate and
request the original material to be accessioned.
Activities not equipped to reproduce should for-
ward the original, clearly indicating such A du-
plicate will be provided by NAVIMAGCOM if
original material is accessioned I[f not, the origi-
nal will be returned.

d. Activities should carefully review all VI
records before forwarding for preaccessioning.
The following VI records should not be forwarded
unless they are the only available documenta-
tion of events or individuals that have particular
national or naval historical significance:

(1) VI Records not feasible for reproduc-
tion because of improper focus, faulty processing,
recording, storage. or handling, or if the color or
audio rendition is extremely poor:

(2) Portraits of civilians or U.S. military
personnel below flag rank;

{3) VI records with no retention value
{e.g., photographs which satisfy a local, one-time
need);

(4) Fleet lHHome Town News photography.
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2-11 Obtaining Copies of Navy Products Re-
tained by Other Government Agencies

a. Requirements for copies of Navy products
retained by other Government agencies should
be submitted by letter to:

(1) Still Photography.and Graphic Arts
Products:

DoD Still Media Records Center
Naval Imaging Command
Building 168, NavSta Anacostia
Washington, DC 20374-1681

(2) Aerial Reconnaissance and Carto-
graphic Products:

National Cartographic Information
U.S. Geological Survey
507 National Center
Reston, VA 22092
OR
Headquarters
Defense Mapping Agency
Code PPS
Building 52, Naval Observatory
Washington, DC 20305

NOTE: If known, include VIRIN, date,
place, photographer, etc.

(3) Motion Picture and Video Products
(Stock footage ONLY):
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DoD Motion Media Records Center
1352nd AVS/DOO
Norton AFB, CA 92409-5996

NOTE: Requests for stock footage must in-
clude the VIRIXN, if known, and the PAN or PIN
assigned to the production for which the stock is
required.

b. Organizations and Individuals Outside the
Federal Government

(1) Navy products cleared for public sale
must be purchased from the agencies listed
above.

(2) Completed Navy VI productions {mo-
tion picture and videotape) cleared for public sale
are available from.

National Audiovisual Center
ATTN: Information Services
Washington, DC 20409

¢. Commercial advertisement layvouts that
include Navy products or VI productions, and the
use of Navy products or VI productions by pub-
lishers, editors, freelance writers, etc., must be
authorized by CHINFO (01-222) Forward these
requests to:

Chief of Information (Q[-222)
Department of the Navy
Washington, DC 20350-2000

d. All inquiries from forcign organizations or
private individuals should be processed by fol-
lowing SECNAVINST 5720 44A
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CHAPTER 3
VISUAL INFORMATION PRODUCTIONS

3-1 General. This chapter covers VI production
planning, programming, acquisition and limita-
tions. The following are exempt from the DoD VI
production reporting requirements (Visual Infor-
mation Production Request, Evaluation, and Ap-
proval, DD 1995-1 and the Visual Information
Production Report, DD 1995-2).

a. Graphic arts and still photographic activi-
ties, except when their products are used in VI
productions;

b. Items that should not benefit the public
because the useful life is less than one year or the
production budget is less than $5000. Includes
VI reports (technical and intelligence);

c¢. Television and radio spot announcements,
public service announcements, news clips, and
information programs funded by Armed Forces
Radio and Television Service (AFRTSY,

d. Visual Information products resulting
from criminal investigations and other legal
evidentiary procedures.

e. Commercial VI productions or programs
acquired for DoD Dependent Schools: Section 6
Schools; morale, welfare, and recreation (MWR)
activities; education centers: and non-V1 librar-
ies controlled by SECNAVINST 5401.2 (NO-
TAL);

f. Products such as still photography, graph-
ics, overhead transparencies, motion picture pho-
tography, video and audio recordings that do not
make up a complete message, sound effects and
stock footage:

g. Mixed media packages with a predomi-
nance of printed material;

h. Multimedia productions requiring special
projection equipment or electronic programmers;

i. Photo-instrumentation, reconnaissance, or
documentation footage. Exemption DOES NOT
include productions produced from this footage:
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j Information programs funded and reported
as an integral part of a recruit advertising con-
tract.

NOTE. Though excluded from the provisions of
the DD 1995-1 and 1995-2, individual products
are not exempt from being reported in the DoD
Visual Information (VI)} Annual Activity Report
(DD 2054/1) and the Audiovisual (AV) Annual
Production and Library Report (DD 2054/2)
{RCS:DD(A)1438(5290).

Section A - Visual Infoarmation Production
Requirements Planning

3-2 Effective Use of Productions

a. The benefits and efficiencies of a produc-
tion must justify its costs. Other forms of com-
munication, such as letters, pamphlets, periodi-
cals or briefings, may be as effective and are of-
ten less costly communication alternatives

b. The most cost-effective method of obtain-
ing VI productions shall be employed

¢. Only if no production already exists to cov-
er the subject matter in question, should an
original production be considered If that step is
necessary, and an in-house production capability
is the most economical path, stock motion picture
footage, video and audio recordings, still photog-
raphy and other existing VI products should be
used as much as possible

3-3 Audiovisual (AV) Production Categories.
An AV production is distinguished from other VI
productions by the combination of motion media
with sound in a self-contained, complete presen-
tation, developed according to a plan or script for
the purpose of conveying information to, or com-
municating with, an audience. AV productions
shall be identified in one of three categories :

a. Category | productions support the needs
of major claimants or local activities. Category 1
productions include the rental, lease or purchase
of commercial off-the-shelf productions. Cate-
gory 1 productions that support human resources
development or professional activities applicable
for Nuvy or DoD wide use, such as drug or alco-
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hol abuse, equal opportunity, human relations,
management, administration, clerical, chaplain,
safety, law enforcement, medical and legal ac-
tivities, require specific written approval from
OP-09BG via the VIMO

b. Category 2 productions support Navy-
wide requirements.

c. Category 3 productions support DoD and
joint interest programs

3-4 The Navy Annual Vi Production Program

a. Navy activities are prohibited from pro-
ducing and/or purchasing any production that
has not been approved as part of the Navy Annu-
al VI Production Program. The program estab-
lishes a Navy-wide planning mechanism by pro-
jecting requirements ahead of the actual year of
production. It provides management and control
of VI resources, forms the basis for budget sub-
missions, justifies budget requirements and pro-
vides a source of basic data for management re-
view,

b. The Navy Annual VI Production Program
planning process is a corollary to the Five-Year
Defense Program (FYDP). (See Table 3-1). The
document correlates in time with and supports
the Best Estimate Submission (The President's
Budget) for FY+ 1. The program evolves from
VIMO planning actions that identifv require-
ments for Category 1, 2 and 3 productions Docu-
menting these actions shall, for the first and sec-
ond drafts of the plan, be done on DD 1995-1
The final draft of this plan shall include complet-
ed DD Forms 1995-1 and 1995-2. Additional re-
quirements arising during the fiscal year that
were not included in the initial annual program
shall be validated, using the DD 1995, approved,
and added to the annual program as a quarterly
supplement.

c. Publication responsibility for the Navy
Annual VI Production Program by category.

(1) Category 1 production requirements
shall be published and maintained in an Annual
VI Production Program by the respective VIMO
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(2) Category 2 and 3 production require-
ments shall be approved and published in the
Navy Annual VI Production Program after co-
ordination and approval by OP-09BG and the as--
signment of PIN numbers. Productions that
have funding identified are assigned by OP-
09BG to COMNAVIMAGCOM for acquisition
Unfunded productions will be approved as part of
the current FY program, but must be carried
over until either funding is made available by
the requester or resources are available at
NAVIMAGCOM All requesters and VIMOs will
be advised by OP-09BG as to the status and re-
source identification of each production request
In addition, NAVIMAGCOM forwards the initial
DD 1995-2 to the Joint Visual Information Activ-
ity (JVIA), Tobyhanna Army Depot. for data en-
try into the DAVIS system (See Chapter 5)
Once an assignment has been made to a produc-
tion activity, it is the responsibility of that pro-
duction activity to inform the requester and the
VIMO as to the activation and produc-
tion/contracting pro-cedures. The revalidation
procedures are in effect once the production has
been approved by OP-09BG (See paragraph 3-
8)

d Frequency. To be of maximum benefit in
managing and controlling resources the follow-
ing suspense dates for the FY + | submission are.

(1) 1 June Each VIMO must submit to
OP-09BG validated VI requirements for endorse-
ment bv other VIM(O’s or functional manage-
ment offices that have responsibility for the sub-

ject matter or the policy presented in each

planned VI production:

{2) 1 Julv. Each VIMO must submit vali-
dated and endorsed VI requirements to OP-
09BG This submission must include:

(a) A complete VI Production Report,
DD 1995-1 and 1995-2, and a DAVIS Subject
Search for each requirement,

{h) A distribution plan, including
formats (VHS, BETA, 3/4”, disc, IVD, etc.);
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(c) Public clearance requirements (as
necessary).

(d) A summary of all planned ex-
penses for products, services and productions
(This summary will be presented in the format of
the PB-17 Special Audiovisual Budget Exhibit as
specified in NAVCOMPTNOTE 7111).

(3) 15 September. OP-09BG will ap-
prove and publish the FY plan and assign pro-
duction responsibilities to appropriate Navy VI
production activities for in-house production or
contractual acquisition.

3-5 Subject Search. Management at all levels
must ensure that duplication of existing Navy,
other DoD Component, other tederal agency or
commercial VI productions does not occur Be-
fore validating and approving a request for pro-
duction, purchase or adoption the VIMOQ shall

a. Ensure the requester reviews information
obtained from the DAVIS products file (See
Chapter 5) and commercially available produc-
tions to determine if acceptable productions are
in existence, planned, in preparation by other
DoD organizations or Federal Agencies, and
whether the DoD has reproduction rights.

(1) ldentify each DAVIS subject search
by a serially assigned search number (SN). The
SN consists of the DAVIS User Name, followed
by four digits representing the sequential num-
ber of the search (assigned by fiscal vear); the
year, month and day (YYMMDD) on which the
search was conducted: and a single letter, A or B,
indicating the result of the scarch An “A" indi-
cates that no productions on the subject were
found; a "B" indicates that one or more produc-
tions were found. Each part of the SN shall be
separated by a hvphen, i e, DAVIS User Name-
0023-890910-A The SN shall be recorded on DI
1995-1 and 1995-2 for all production categories

(2) Ensure that a printout of the DAVIS
subject search accompanies the DD 1995-1 and
1995-2 and becomes a part of the permanent
record of the approved production. The accompa-
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nving printout must contain all search para-
meter information

(3) When the subject search reveals that
a production exists ("B” result), but is unaccepta-
ble, the customer request (DD 1995-1) forwarded
for approval shall contain justification for ap-
proval of a new production requirement

b Subject Search Exemptions

(1) Those items having a security classifi-
cation,

(2) Those materials certified as having
limited subject matter and applicability (i.e., a
technical report or a commander’s message to his
or her personnel); or

{3) Those multi-image products using ex-
tensive or specialized projection equipment and
special electronic programmers.

Section B - Visual Information Production Ac-
quisition
3-6 Department of Defense VI Production Re-
quest, DD 1995-1 and 1995-2
a. DD 1995 shall be used to initiate the VI
production/acquisition process
b. Production approval shall be made by VI
managers at the following levels
(1) Category 1 - VIMO (note restrictions
in paragraph 3-3a.).
(2) Category 2 - OP-09BG
(3) Category 3 - OP-09BG/DoD

c. Before a VI production request can be ap-
proved

{1) The requirement must be validated
by a designated official of the functional manage-
ment office at the appropriate approval level,

{2) Funds must be identified for the pro-
duction or acquisition of ALL productions:

(3) If of joint interest, shall be forwarded
by OP-09BG to the DoD Joint Interest Visual In-
formation Production Working Group for coordi-
nation. When at least one other component
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needs the production and can provide funds, the
production shall be approved as a Category 3 re-
quirement,;

(4) Logisties support and personnel re-
sources (including a Customer Representative
and a separate Technical Advisor) must be com-
mitted for the production by the VIMO;

(5) A distribution plan must be prepared
and attached to the DD 1995-1. This plan shall
specify the general and base VISC libraries, the
number of copies by media and format and a com-
plete address and justification if copies are di-
rected to other than a base VISC library. VIMO’s
shall limit distribution requirements and use
Navy General VI Libraries as much as possible
(See Chapter 4)

3-7 validation of VI Production Requests

a. Validation of VI requirements is the re-
sponsibility of functional managers at all levels.
In addition to evaluating the message or objec-
tive of a production and its audience, the follow-
ing factors must also be considered:

(1) confirmation of legitimate need,
(2) organizational goals;

(3) essentiality and priority;

(4) requesters authority and mission;
{5) production and user costs:

(6) life expectancy of the proposed prod-
uct;

(7) frequency of use:

(8) audience size and alternative means
of communication of the required message,

(9) existing productions which might sat-
isfy the requirements, including the SN de-
scribed in paragraph 3-5;

(10) production or procurement lead
time;

(11) updating requirements.

(12) the method, level and cost of distri-
bution of the resulting production copies.

Enclosure (1)

(13) other support costs;

(14) compatibility with other planned or
existing VI productions. and

(15) possible applicability to other
VIMO'’s, functional managers or DoD component
requirements (joint interest).

b. VIMO's should assist cognizant functional
managers in evaluating productions relative to
the above factors.

c. Category 1 productions shall be validated
by an authorized official of the appropriate func-
tional management office as determined by the
VIMO headquarters Note restrictions in para-
graph 3-3a.

d. Category 2 and 3 productions shall be vali-
dated by a designated official of the appropriate
functional management office as determined by
OP-09BG. Those validated requests identified as
having joint interest potential at any level shall
be forwarded, through channels, to OP-09BG for
review and forwarding to the DoD Joint Visual
Information Production Working Group The
following subject areas are the responsibility of
Navy offices as indicated.

{1) Education and Training (includes cur-
riculum requirements) except medical, dental
and Marine Corps-

(a) The Chief of Naval Education and
Training (CNET) and/or OP-01 for all general
training,

(b) The Commander, Naval Reserve
Force (COMNAVRESFOR) for reserve affairs:

(c) Other VIMO’'s and functional
management offices as needed for specific topics.

(2) Personnel Affairs.

(a) Chief of Naval Personnel for re-
cruiting requirements and other military and ci-
vilian personnel affairs.

{3) Internal and External Information
CHINFO (includes all VI requirements intended
for public exhibition).
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(4) Scientific and Technical:

(a) The Office of the Chief of Naval
Research (OCNR) for scientific research projects
as appropriate;

(b} Commander, Naval Oceanogra-
phic Command (COMNAVOCEANCOM) for
ocean science and technology, including meteo-
rology, oceanography, mapping, charting and
geodesy;

(d) Other VIMO’s and functional
management offices as needed for specific topics.

(5) Medical and Dental: The Chief, Bu-
reau of Medicine and Surgery (BUMED) for
training of hoth medical and nonmedical person-
nel.

(6) Safety: Naval Safety Center
{(NAVSAFECEN) for safety topics.

3-8 Revalidation of VI Production Requests.
Production requirements shall be revalidated
when, after approval and assignment to a pro-
duction activity:

a. A production has been dormant in any
stage for six months:

b. The production is not completed within
one year of the script approval date; or

c. Direct production costs will exceed the
original production estimate by 20 percent, or ex-
ceed $50,000 when originally estimated below
that cost.

3-9 Rental/Lease of Commercial Off-The-Shelf VI
Productions

a. Commanding officers/civilian heads of lo-
cal activities may approve the rental/lease of a
commercial "off-the-shelf” production to support
a specific and temporary local requirement or
program when such procurement action does not:

(1) Exceed $300 in fees:
(2) Exceed 90 days of usage; and

(3) Contain "option to buy” clause.
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b. Prior to authorizing rental/lease of a pro-
duction, a DAVIS search must be made to ensure
that the specific title or an acceptable substitute
is not already available from government sour-
ces.

¢ Requests which exceed the above thresh-
olds must be approved by the VIMO.

3-10 Procurement of Commercial Off-the-Shelf
VI Productions

a. Procurement of off-the-shelf VI produc-
tions from commercial sources is normally con-
ducted as a non-competitive acquisition. Pro-
curement authority is assigned as follows.

(1) VIMO's for Categoryv 1 productions
when local procurement does not.

{a) exceed 15 copies per title or $5000
per title;

(b) Have joint interest applications,
unless such joint interest topics have already
been approved and appear on the list of "AV Pro-
ductions Approved for Lease/Rental,” published
by a DoD Joint Interest VI Review Board.

b. Procurement must be preceded by a DA-
VIS subject search. Subject search results must
be attached to DD 1995-1 and DD 1995-2 when
they are being forwarded.

NOTE: VIM()Ys may approve local procurement
of one copy of any Category 1, 2, or 3 commercial
off-the-shelf VI production and concurrently sub-
mit the title for joint interest review.

(2) OP-09BG when exceeding above
thresholds.

3-11 Procurement of Vi Productions or VI Scripts
and Productions Separately

a. The Federal Uniform AV Production Con-
tracting System shall be used for competitive
procurement of all new VI productions, including
IVD.

b. The NAVIMAGCOM is the sole Contract-
ing Activity within the DON authorized to pro-
cure VI productions or VI scripts and productions
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separately under the obligatory Federal Uniform
AV Production Contracting System. (See Tabie
3-3.) This system is prescribed by Office uf Fed-
eral Procurement Policy Letter No. 79-4 of 28
November 1979 (NOTAL). Exceptions to this
policy are approved by OP-09BG on a case-by-
case basis when:

(1) In R&D weapons systems and similar
contracts, the production is a provision of the
contract for status reporting or new equipment
training;

(2) In material contracts, the production
is not the principal purpose of the contract, but
related to and acquired as part of the material
being prirchased:

(3) In mixed media contracts, the non-Vl
material (such as print) will cost more than 50
percent of the total contract cost;

{4) In curriculum development contracts
(such as instructional systems development), the
requirement will justifv the award of the con-
tract to a qualified curriculum development con-
tractor, rather than a producer, unless the cost of
the production exceeds 50 percent of the total
contract cost for an individual curriculum;

NOTE: Requests for exemptions for items (1) and
{4) will require submission of the approved in-
structional system development analysis.

(5) In recruiting programs, the produc-
tions are integral to an overall advertising agen-
cy contract;

(6) In purchasing production services to
augment in-house production capabilities, the
cost of services is less than 50 percent of total
contract cost for an individual production:

(7) Productions are made by an in-house
V1 production activity which has been converted
to Government Owned Contractor Operated
(GOCO) contract following a Commercial Activi-
ties Cost Analysis.

{8) Off-the-shelf proprietary productions
are purchased, leased or rented.
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¢. Procurement of off-the-shelf proprietary
productions from commercial sources is usually
conducted as a noncompetitive acquisition. Jus-
tification must be submitted to contracting offi-
cers in accordance with the Federal Acquisition
Regulation (FAR) in sufficient detail to support
sole source award.

d. Grants, cooperative agreements and other
legal instruments shall not be used when the
production is intended for the direct benefit or
use by the Navy.

3-12 Production Costs. Cost identification is nec-
essary as part of the control process for each pro-
duction. Production costs shall be identified for
each production and shall be controlled and
maintained in an individual auditable record
from production approval through compietion.
Reproduction and distribution costs shall be
maintained separately from production costs.
All costs shall be reported on a DD 1995-2 up-
date. (See Table 3-3.)

a. Category 1 Productions The total associ-
ated cost or threshold limit shall not exceed
$25,000.

b. Category 2 Productions. The total associ-
ated cost of a Category 2 production shall not ex-
ceed $50,000 without ASD(PA) review. When a
production budget that is approved originally at
$50,000 or less is later increased to more than
$50,000, it requires ASD(PA) review. Interac-
tive videodisc production is excluded from re-
view,

3-13 Management of VI Production Records. All
VI productions must be supported with documen-
tary files which include the following: approved
DD 1995-1 and 1995-2. production contracts.
scripts: legal clearances: music and talent re-
leases; public clearances: distribution plans: oth-
er documents that relate to the origin, release
and ownership of the production. and any docu-
ments necessary for the proper identification, re-
trieval and use of the production.

a. Forwarding Productions. Forward sup-
porting documentary files and the original (i.e.,



preprint, master or record material) for all VI
productions to NAVIMAGCOM, as indicated be-
low, or as directed in authorizing documentation
for Category 3 productions when the Navy is not
the lead production activity.

(1) Category 1 Produyctions. (Including
motion picture, video, IVD, audio, mixed media).
Retain the preprint and related records as speci-
fied in SECNAVINST 5212.5C. Files of Cate-
gory 1 productions having potential major com-
mand or Navy-wide interest will be forwarded to
NAVIMAGCOM.

(2) Category 2 & 3 Productions. (Includ-
ing motion picture. video. [VD. audio. mixed me-
dia). Forward all preprint, master, original and
related records to NAVIMAGCOM as specified

_inSECNAVINST 5212 5C

b. Emergency Destruction. Emergency de-
struction of VI productions and related documen-
tary files is the same as that prescribed for all VI
records.

3-14 Visual Information Production Identifica-
tion Numbers

a. Production Approval Number (PAN).

(1) The PAN shall be used to identify all
Category 1 VI productions. [t consists of the
DVIAN of the production approval activity, the
last two digits of the fiscal year (FY) in which
the production was approved, and a sequential
number beginning with 0001 at the start of each
fiscal year. Each set of characters shall be sepa-
rated by a hyphen, i.e., NO101-89-0053.

(2) Additional PAN issuing offices may
be designated by each VIMO, which will monitor
their use.

(3) PAN issuing offices shall maintain a
log of issued PANs. The log shall contain the
PAN, production title, media and format The
PAN log may consist of the DD 1995-1 and DD
1995-2 for each production.

b. Production Identification Number (PIN)
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(1) PINs shall not be assigned to VI pro-
ductions made by Navy organizations for other
federal agencies.

(2) The PIN shall be used to identifv all
Category 2 and 3 productions and shall be the
life-cycle control number Category 2 Pins are is-
sued by OP-09BG; Category 3 by ASD(PA).

(3) OP-09BG maintains the PIN log. The
log shall contain the PIN, production title, media
format and the assigned production activity
DVIAN for in-house productions.

Section C - Limitations on VI Productions
3-15 Limitations on Production Content

a. Productions shall not contain material
which:

(1) Credits Navy personnel (civilian or
military) with any portion of the functions in-
volved in the production. Screen credits are
limited to those activities (in-house or contract)
involved in the actual production. Acknowledg-
ment of the participation of important personal-
ities such as senior Navy officials, Medal of Hon-
or recipients, or services provided by supporting
organizations is permissible in the closing titles;

(2) Is unfavorable or undignified in the
portrayal of Navy personnel unless essential to
the purpose of the production.

{3) Implies endorsement of commercial
products or services by introduction of trade-
marks, labels, distinctive packaging, or refer-
ences to trade or brand names in the narration,
dialogue, or titles:

(4) Promotes an individual, activity or or-
ganization, or provides forums for opinions on
broad subjects without reference to specific pro-
grams;

(5) [s inaccurate or incompatible with ap-
proved Navy or DoD policies or doctrine; or

(6) Discriminates or appedrs to discrimi-
nate against individuais on the basis of sex, race,
creed, nationality, age, or religion
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b. Navy activities shall not produce nor sup-
port productions or products used to influence
pending legislation or to promote the status of
various industries.

c. Productions and other products dealing
with history and art must educate and inform,
not promote the Navy's role.

d. Production titles, regardless of media for-
mat or category, shall be restricted to those
which describe subject matter.

3-16 Use of Navy Personnel as Performers in VI
Productions

a. All Navy employees are prohibited from
playing dramatic roles, narrating or acting in VI
productions except when:

(1) They are performing their own jobs or
reenacting tasks related to their jobs;

{2) Successful completion of the produc-
tion depends on availability of specialized skills
or technical knowledge not readily available
from professional acting sources or cannot be
conveyed in a prepared script: or

(3) They are role playing in training situ-
ations related to their jobs or skills Prepared
scripts shall not be used during the role playing
although, for overall production structure, a
shooting outline may be needed These produc-
tions shall be limited to training and internal
communications use.

b. Navy personnel shall not be used as per-
formers when health or -afety hazards exceed
those normally encountered in the performance
of their jobs.

¢. Navy employees and actors who appear as
Navy personne!l in productions must conform
with U.S. Navy Uniform Regulations and proper
military grooming standards.

3-17 Reproduction and Distribution

a. A complete Distribution Plan shalil be pre-
pared for all categories of productions. The plan
shall include the total number of copies required,
the distribution format(s) and the proposed dis-
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position of each copy. The plan shall accompany
the DD 1995-1

b. Reproduction of VI productions is restrict-
ed to those activities authorized by OP-09BG to -
do reproduction.

c. Category 2 and 3 productions normally
shall be reproduced by a Class C or D activity
and distributed by JVIA Tobyhanna Army De-
pot. VIMOs shall ensure that distribution data
from the DD 1995-2 is entered into the VI Pro-
duction file of the DAVIS,

d. Purchased, leased, rented or adopted com-
mercial productions are authorized for exhibition
in the original distribution format(s) only, and
shall not be reproduced. Federal copyright laws
and specific procurement conditions govern each
product title.

3-18 Legal Releases and Copyright Clearances.
The Navy must avoid liability under laws that
protect persons and their property from invasion
of privacy, trespass, and vio.ation of rights in
property. This requirement applies to all materi-
als used in productions. All production activities
which produce or otherwise acquire VI materi-
als, in any medium, shall obtain signed releases.

a. The VIMO that validates the production
or acquisition of a VI production is responsible
for insuring that all rights associated with the
production are obtained which permit exhibition
to specified audiences. Additional rights grant-
ing sale to the public, or duplication of the VI
production should be acquired, as applicable Le-
gal review must be accomplished after the pro-
duction has been completed and before it is sub-
mitted for public clearance review and distribu-
tion.

bh. Signed release forms are required from:

(1) Persons who cither appear in, or
whose voices are used in, a production;

{2) Persons whose minor children, real
estate, or other private property appears in any
production;



¢. No release is required from active duty
military personnel, including midshipmen of the
US Naval Academy or DoD civilians, performing
their official duties.

d. Under most circumstances, an individ-
ual’s expectation of privacy changes with the sit-
uation. Releases should be obtained from those
persons depicted in commonplace, secluded, or
unspectacular situations. Newsworthy or public
events provide little, if any, expectation of priva-
cy and therefore do not necessarily require re-
leases ( i.e., if an individual is part of a crowd, no
release is required). conversely, when an indi-
vidual is a central figure in a scene. a release is
required, regardless of the brevity of the scene).

e. Separate clearances are always required
for production sound tracks as follows.

(1) Any production activity which pro-
duces or otherwise acquires VI productions, or
records locally originated programs, shall insure
that all program material, including music, is
properly cleared. Before recording, the produc-
tion activity shall acquire from copyright holders
or their agents, licenses sufficient for the uses for
which the product or recording is intended. The
VI production activity shail prepare source
records of all music and other sound material in
sound tracks or audio recordings, and place them
in the official production folder.

(2) The use of copyrighted sound materi-
al in productions applies to copyrighted music or
sound effects. Usually royalties are payable to
the copyright owner for each use, i.e., each indi-
vidual "start" of the source recording tape or disc,
or each performance of the copyrighted musical
score. The amount of the rovalty varies. Token
fees may be charged for local "in-house” use.
Larger fees may be negotiated, depending upon
the specific product the music or effect is to be
used with, and the extent of distribution or exhi-
bition.

{3) Possession of the source recording or
score does not confer any right to reproduce,
transfer, or otherwise use or perform the materi-
al recorded or scored thereon, either in whole or
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in part. A specific license for each use must be
obtained from the copyright owner.

f. Signed release forms shall be obtained by
the VI production activity and placed in the offi-
cial production folders. Care must be exercised
that licenses for ALL products and uses be word-
ed to:

(1) Convey to the Government the per-
petual rights to duplicate, distribute, publish, ex-
hibit, use, or transmit all or any parts of the mu-
sic or sound effect concerned as incorporated in
the production for which the license was ac-
quired, or in any future use incorporating a& part
of the whole of the production.

{2) Contain statements that the conveyed
license rights shall benefit the United States
Government, and its officers, agents, servants,
and employees, when acting in their official ca-
pacities, and any other persons lawfully repro-
ducing, distributing, exhibiting, or otherwise us-
ing the production or any portion thereof for
which the license was acquired.

g. All VI productions produced for the Navy,
regardless of classification, category or intended
use, shall undergo a legal review to establish le-
gal clearances, restrictions or conditions imposed
at the time of production or procurement. This
review is conducted by the local office of the
Judge Advocate General (JAG) or Legal Officer,
who provides a "status of clearance” statement.
Copies of all legal instruments must be forward-
ed to Patent Counsel All original releases and
clearances must be forwarded to the NAVIMAG-
COM for inclusion in the permanent production
record. The record of legal review shall become a
permanent part of the official production folder.

3-19 Public Exhibition and Sale Clearance.

a. Public clearance shall not be construed to
mean clearance for sale, rental, or lease to for-
eign countries. These require separate clear-
ances.

b Requests for VI productions under the
Freedom of Information Act and the Privacy Act
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require separate clearance. (See SECNAVINST
5720.42D and SECNAVINST 5211.5C)

c. Approval for public exhibition or sale of
unclassified Navy VI productions is a two-step
process:

(1) The production is reviewed to deter-
mine legal clearance for public exhibition/sale,
or if legal restrictions or conditions imposed at
the time of production or purchase will prevent
legal clearance for public exhibition/sale; and

(2) The production is reviewed to deter-
mine if its content is accurate and appropriate for
public exhibition/sale. This review is conducted
under SECNAVINST 5720.44A.

d. VIMO’s shall submit to CHINFO for public
clearance all productions that have been deter-
mined, at some later stage of production or inter-
nal use, to be valuable to Navy or DoD public in-
formation programs. Completed productions in-
tended for public release shall be submitted to
CHINFO for approval with the following data.

(1) DD 1995-1 and DD 1995-2, completed
{copy or print-out).

(2) Copy of legal review of the production
and recommendation for public release.

e. Before commitment of production funds,
Navy activities shall submit to CHINFO scripts
or plans for all proposed V1 productions intended
primarily for public release for approval by
ASD(PA) under SECNAVINST 5720 44 A.

f. The public shall have access to all unclas-
sified information (unless it is exempt from dis-
closure under the Freedom of Information Act).
Legal restrictions or conditions imposed at the
time of production or acquisition and internal
Navy restrictions will be considered in determin-
ing whether to authorize a Navy VI production
for exhibition. Public clearance designators for
V1 production include:

(1) Cleared. Those granted public clear-
ance by the ASD(PA). They may be loaned or ex-
hibited to the public without restriction. These
designated VI productions have no legal or secu-
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rity restrictions, and are unconditionally releas-
able to the public for exhibition purposes. These
productions may also be available for sale or
rental to the public through the National Audie-
visual Center.

(2) Not Cleared: Navy VI productions
that have not been processed for public exhibi-
tion/sale clearance shall be designated "Not
Cleared.” Also designated "Not Cleared” are all
those productions whose performance, display,
exhibition, use, reproduction, distribution, pub-
lic sale or disciosure are limited by the following:
security classification: rights retained by copy-
right owners or talent. statutoryv grants. agree-
ments; or privacy rights A "Not Cleared” pro-
duction may be re-categorized for release when
public clearance has been granted by ASD(PA)
after coordination with CHINFO. Navy VI pro-
ductions that have not been processed for legal
review or public clearance must be categorized as
"Not Cleared" until public clearance is granted.

g. Distribution of Navy VI productions shall
not be made until the necessary public release
and legal clearance information is provided

3-20 Review for Obsolescence

a. The VIMO shall insure that active status
VI productions are reviewed for obsolescence
within 36 months after initial distribution and
annually thereafter by the Office of Primary Re-
sponsibility (OPR).

b. Before a VI production is declared obso-
lete, the OPR or the VIMO shall coordinate with
other VIMOs to insure the production is no long-
er useful, appropriate or required by them, the
NAVRESFOR, Naval Rescrve Officers Training
Corps, or Naval Junior Reserve Officers Train-
ing Corps.

¢. A VI production shall be declared obsolete
when it reflects any of the following and is of no
historical value:

(1) Outdated Navy, DoD and Federal
Government policy statements and program ob-
jectives.
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(2) Procedures, operations, tactics, tech-
niques, and doctrine that are no longer current
or meet product objectives.

(3) Use of Government personnel is in-
consistent with current Navy personnel policy

d. An obsolete VI production which has con-
tinuing value for historical significance shall be
referred to the Director of Naval History (OP-
09BH) for determination of historical designa-
tion. If determined to have historical signifi-
cance, the production shall be designated, "HIS-
TORICAL," and a "HISTORICAL" label will he
affixed to the outer container of each copy. Be-
fore each exhibition or use, audiences shall be in-
formed that the product does not reflect current
Navy or DoD doctrine, policy or procedures by
the addition of a disclaimer.

e. To report changes in status, the produc-
tion activity must complete an updated DD 1995-
2 and submit to NAVIMAGCOM as part of the
annual report.

f. Copies of obsolete productions shall be re-
moved from the distribution system.

g Productions which have been declared ob-
solete may be reactivated after review and ap-
proval by OP-09BG
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SUBIJECT SUBIJECT
FY/QT PROGRAM MATTER MATTER PROPOSED
EDITION UNDECIDED DECIDED TITLE
FY + 2
(2nd Qtr) 1st Draft (1, 80% 15% 5%
FY + 2
(4th Qtr) 2nd Draft (g, 50% 30% 20%
FY +1
(2nd Qtr) 3rd Dratft (g 20% 30% 50%
FY +1
(3rd Qtr) Final Draft 4, 10% 90%
FY+ 1 The Program
TABLE 3-1

(1) Based on historical data, the first draft of the program plan projects costs for production by
Category with some idea as to subject matter and working titles. This first draft correlates in
time with, and supports, the Program Objectives Memorandum (POM) for FY +2

(2) Asrequirements become known, fewer cost estimates should be labeled as "undecided” in
the second draft. Greater knowledge of subject and working titles should be known at this
stage. This draft correlates with, and supports, the Budget Estimates for FY + 2.

(3) The third draft trend, as in the second draft, continues to reduce unknowns. This draft
correlates in time with, and supports, the POM + 1.

(4) The undecided subjects and working titles should be minimized in the final draft. This
draft correlates in time with, and supports the POM for FY + 1.

(5) The Navy Annual Production Schedule is a fine tuned version of the final draft. This
document correlates in time with, and supports, the Best Estimate Submission (The
Presidents Budget) for FY + 1,

NAVY ANNUAL VI PRODUCTION PROGRAM SCHEDULE
(CATEGORIES 1,2 & 3)
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SUMMARY OF VIPRODUCTION AND REPRODUCTION RESPONSIBILITIES
CATEGORY 1 CATEGORY 2 CATEGORY 3
REQUIRE- (Class B Activity) (Class C Activity) (Class D Activity)
MENT Supports base and Major Supports Navy Supports DCD and joint-
Claimant requirements. requirements. interest requirements.
Number of copies As required As required As required
In-house
production total Not to exceed $25,000 Not to exceed $50,000 As approved
direct cost®
Procurement
(Acquisition) Off - Per paragraph 3-10 Per paragraph 3-10 Per paragraph 3-10
The - Shelf
Production Media As required As required As required
Public Exhibition Per SECNAVINST Per SECNAVINST Per SECNAVINST
5720 44A 5720.44A 5720 44A
DD Form 1995- Required Required Required
1/2
Subject Search Required Required Required
Distribution Plan Required if over 15 Required Required
copies
Validation Functional Management | Functional Management | Functional Management
Office at VIMO level Office at CNO level Office at DOD level
Approval VIMO OP-09BG OP-09BG/AFIS/DAP
Production_ PAN issued by VIMO PIN issued by OP-09BG PIN issued by AFIS/
Numbering DAP
DAVIS (Inputf Not Required Required Required
Production ClassBorC ClassC ClassD
Acquisition ClassBor Cupto 15 Class B or C when over
copies per title or $5000 15 copies per title or Class D
per title $5000 per title
Reproduction ClassBorCupto 15 Class C Class D
copies
Distribution ClassBorCupto 1T Class It Class E
(Initial) copies
TABLE 3-2

* NOTE. The following cost definitions should be applied when using this table.

DIRECT PRODUCTION COSTS: Thesc costs include all dircecl expenses that can be identified with a
specific production, from its validation through its completion The cost of duplication or distribution
should not be included as direct production costs. (See Table 3-3)

CONTRACT ACQUISITION COSTS: ‘These custs include all contract costs for production services or
purchase costs for a commercial, off-the-shell production These costs may include additional charges
10 the VIMO hy NAVIMAGCOM to recover costs such as travel, per diem, ete., that NAVIMAGCOM
incurs in administering the contract o produce , repraduce or distribute the VI production (Sce Table
3-3)
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PRODUCTION COSTS

In-house Productions
In house productions arc the result of products und services supplied directly by the staff of an

authorized Navy VI production activity.

In-house production cost identification will fall into two

general categories. Direct Costs and Indirect Costs. Total production costs will be the summation of
these two categories. Direct cost can include any combination of those listed below. This list in not all

DIRECT COSTS

inclusive.

LABOR COSTS FOR:

Script Costs: research, writing, typing
reproduction, artist, still photography

MATERIAL COSTS FOR:

Film and Laboratory: picture developing,
picture work print, internegative, answer print,
check print, release print, film stock, sound
negative or magnetic track, sound developing,
sound printing, magnetic tape, fine grains or
separation positives for opticals, video/optical or
laser disc master, including [VD ’

Production: producer, director, assistant
director, unit manager, studio manager,
lighting director, etc.

Optical Work: wipes, double ex'posure, special
effects

Animation: art department, computer
animation camera, artist

Tape and Film Stock: production videotape,
master videotapes, audiotapes, film processing,
film print costs, slide processing and mounting

Sound: recording, recording transfer, dubbing,
music and effects, mixing

Tape Duplication and Transfer: tape and disc
duplicates, film to tape and disc transfer, time
base correction

Hired Talent: narrator, wardrobe, makeup,
speaking actors, non-speaking actors

OTHER DIRECT COSTS FOR:

Camera and Sound Crew: camera(s),
electrician mixer-recorder, boom, grips,
- prompter operator

Music: stock music, original music
orchestration

Technical: camera operator, audio operator,
technical director, video recorder operator, video
engineer

Equipment Rental: camera, sound, electrical,
studio and location, videotape recorders, mobile
unit

Sets: design, construction, dressing, props

Purchases and Services: stock shots,
assembly

Cutting and Editing: editor(s), projection,
cutting room

Consultant and Service Fees (as pertains to
the individual production

Management and Supervision (only those
expenses above the routine effort peculiar to an
individual production). Add 5% of the cost of the

production to cover these administrative costs.

Travel and Per Diem

TABLE 3-3
NOTE: Not more than 49% of the direct costs of any production may be the result of commercial
source(s) providing VI products or services to an authorized Navy VI production activity through

contract or purchase order,
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In-house Productions

fndirect costs can include any combination of the categories listed below. This list is not all inclusive,
but should suffice for all but the exceptional items of cost

INDIRECT COSTS
Rental space Vehicle rental
Duplication equipment lease Processing chemicals
Clerical Safety equipment
Telephone and telegraph Trucking and shipping
Miscellaneous supplies (paper, pencils, etc) Reels, cans and boxes
Insurance, licenses/permits, indemnity bonds Shipping cases, postage, shipping fees
Utilities (electrical, gas, water) Videotape, videocassette, laser, disc
{including VD) containers

TABLE 3-3 Continued

NOTES:
1 Production costs (direct and indirect) will be identified for each production and will be
controlled and maintained on an individual. auditable record from production approval
through completion These costs will be reported on the DD 1995-2 and the DD 2054/1 and DD
2054/2. Production costs charged to the customer depend on funding arrangements
established by, or for, each production activity Reproduction and distribution costs shall be
maintained separately from production costs.
2 Category Cost Thresholds

a Category 1 Productions The direct production costs shall not exceed $25,000 (See Table
3-2). When the production cost estimate for a Category 1 production exceeds the authorized
limit, the production shall either be downgraded so that its costs are below the authorized
ceiling or upgraded to Category 2 Correspondingly, a higher level of approval must be
obtained before production

b Category 2 Productions. The direct production costs shall not exceed $50,000 (see Table
3-2) without documented OP-09BG approval When the direct production costs are estimated
to exceed $50,000, a joint-interest review shall be required before production approval except
when the validating and approving officials certify that the subject matter and applicability
are limited to a specific organization or functional area

¢ Categorv 3 Productions. The total production cost shall not exceed the budgeted
amount
3 Procurement of VI Productions by Contract The NAVIMAGCOM is the sole Contracting
Activity within the DON authorized to procure V1 productions or VI scripts and productions
separately under the Federal Uniform AV Production Contracting System While the costs for
contract productions assigned to the NAVIMAGCOM for contract acquisition by OP-09BG
may include many of the same elements identified for in-house productions, cost accumulation
will be a summation of a and b. below for each production

a. The actual contract (or purchase order in the cuse of scripts procured separately from a
production) award price, plus any subsequent modification(s) thereto

b In-housc expenses associated with bid evaluation, negotiating, awarding and managing
an individual contract This will include the net identifiable additional costs of the VI
services, for example, travel and per diem {or project officers, technical advisors, ete
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CHAPTER 4

CONTROL AND USE OF COPIES OF VI
PRODUCTIONS

4-1 General

a. Each VIMO manages Category 1 produc-
tion copies for the local originator of the produc-
tion. Category 2 and 3 VI production copies are
managed by the VI Inventory Control Point
(ICP) that supports the Navy:

Joint Visual Information Activity
(ASNV-OJVT-ID)
Tobyhanna Army Depot, PA 18466-5102

b. All copies of VI productions must be iden-
tified with the following information: a Produc-
tion Identification Number (PIN); Production
Authorization Number (PAN); main title, series
title (when part of a series); legal clearance and
restrictions; length and number of unit; security
classification of both the title and the production
itself, including authority, downgrading and de-
classification instructions; and, serial identifica-
tion assigned to each copy for inventory control
purposes.

4-2 The Navy ICP:

d. Accounts for all copies stocked and distrib-
uted;

b. Makes initial distribution of copies to the
two General Navy VI libraries and to end users
according to distribution plans approved by OP-
09BG:

c. Makes supplemental distribution of copies
of Navy-produced VI productions to VISCs, and
makes supplemental distribution to individual
users, when specifically tasked:

d. Collects exhibition, attendance and other
appropriate use data on VI productions for re-
ports to VIMOs and OP-09BG;

e. Maintains inventory levels of copies at the
two Navy General VI libraries:

f. Refers all requests for sale or rental of
cleared Navy VI productions to the National
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Audiovisual Center or the Navy Office of Tech-
nology Transfer and Security Assistance (NA-
VOTTSAL) as appropriate.

4-3 Department of the Navy VI Library System.
There are three types of Navy VI collections.

a. Two General VI libraries, located at the
Naval Education and Training Support Centers,
Atlantic and Pacific (Norfolk, VA and San Diego,
CA) These libraries provide across the counter
loans to: local-area fleet and shore activities;
mail-order loans to Navy activities world-wide,
DoD Component activities. Federal agencies; the
public (when productions have been cleared for
public release): and foreign interests {as autho-
rized by NAVOTTSA in coordination with OP-
09BG.)

(1) Requesters located east of the Missis-
sippi River and in the North and South Atlantic
Areas, Europe, the Middle East, Africa, Central
and South America shall forward mail-order re-
quests to:

Commanding Officer
Naval Education and Training Support
Center, Atlantic (Code N5)
Building W-313, Naval Station
Norfolk, VA 23511-6197

{2) Requesters located west of the Missis-
sippi River and in the Pacific, the Far East,
South Asia and Indian Ocean areas shall forward
mail-order requests to.

Commanding Officer
Naval Education and Training Support
Center, Pacific (Code N52)
San Diego, CA 92132-5105

NOTE: Loan requests will not be accepted via
telephone.

b. Base VISC libraries which provide across
the counter loans to base tenant activities, such
as those maintained by a Fleet Aviation Special-
ized Operational Training Group (FASOTRA-
GRU) or a Naval Hospital Biomedical Communi-
cation Center.
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¢. User activity VI holdings are collections of
copies of VI productions held by Navy activities
for repetitive, internal use.

d. All authorized VISC libraries should be
staffed, equipped, and funded to provide the fol-
lowing minimum support services:

(1) Make across the counter loans of VI
production copies;

(2) Provide VI production information
from the DAVIS;

(3) Loan and maintain VI presentation
equipment;

(4) Account for, inspect, clean, repair,
and store copies of VI productions under proper
environmental standards;

{5) Collect exhibition, attendance, and
other use data on loaned VI productions and re-
port to ICP when requested. and

(6) Maintain required VI library admin-
istrative records.

e. VI libraries must maintain the following
administrative records:

(1) Loan account numbers for each ship,
submarine, office, command or organization sup-
ported;

{2) Master VI Production Inventory
Transaction File. This file contains a record for
each VI production for which the VISC library is
accountable. This record indicates the PIN and
title, the current inventory status of each copy,
receipt and issue data, the security classification
and public clearance data. Additional data is re-
quired for productions that are needed to support
a formal course. Include curriculum data, name
of command that conducts the course and the
convening dates of the courses;

(3) VI Production Copy Booking File
This file contains a record for each VI production
copy and provides space for each dav a production
copy can be loaned to a user This record indi-
cates pickup or shipping duates, lead time, and the
user account number,
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(4) Loan Follow up File. This file con-
tains a copy of the loan order and is filed in re-
turn sequence. Commands that fail to return
loan copies should be notified on the date speci--
fied of their delinquency,

(5) Booking Request Log. This log con-
tains the loan order number, request reference,
and the date copies were picked up or shipped;

(6) Copy Replacement and Stocking Re-
quirements File. This file contains copies of sup-
plemental stocking orders forwarded to the ICP .
This file should be divided into two sections One
section is for orders for copies of VI productions
for which an actual or continuing requirement
exists The other section is for orders of copies for
anticipated requirements; and

(7) Exhibition and Attendance Data
Record. This record contains the number of
times shown, the number of persons viewing and
the type of audience. At the end of each fiscal
year the ICP will provide each VISC library with
blank inventory and utilizations reports, which
are to be completed and returned.

f. User Activity VI lloldings Activities
must justify each request for initial or additional
distribution, if the production is to be used and
retained by other than authorized Navy General
or VISC libraries This justification for user ac-
tivity VI holdings must be provided to OP-09BG
and include.

(1) User activity name,
(2) Number of copies and formats:

(3) Number of times each copy will be
used during the first year and first five years;
and

(4) An explanation of why the Navy Li-
brary System cannot meet the needs of the re-
quester

g. Each base VISC library must report annu-
ally @ summary of its VI holdings, loan transac-
tions, costs, ete, on DI) 2054/2, Audiovisual (AV)
Annual Report (RCS. DD-PA(A)1438(5280)).
{See Chapter 5)
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4-3 Distribution of Copies of VI Productions.

a. No more than fifteen (total) duplicate
copies of Category 1 productions may be repro-
duced or distributed locally by a Class B activity.
(Classes of VI activities are defined in Table 1-1)
If more than fifteen copies are needed, the re-
quirement must be handled as a Category 2 pro-
duction. Exceptions to the 15 copy limitation are
authorized for student training activities and the
Commander, Naval Reserve Force.

b. The ICP provides the initial and supple-
mental distribution of copies of approved Cate-
gory 2 and 3 VI productions to authorized VI li-
braries and to user activities after approval by
OP-09BG.

(1) The initial distribution requirements
for each Category 2 or 3 production must be at-
tached to the DD 1995-1, validated by the VIMO
and approved by OP-09BG.

(a) Category 2 productions must be
reproduced through Class C or D activities. Dis-
tribution of these products is made through Class
J activities, e.g., the ICP.

(b) Generally, Category 3 produc-
tions are reproduced and distributed through
Class D and J activities respectively. Initial re-
production and distribution of contract Category
3 productions that are part of mixed media pack-
ages intended for formal education and training
or recruiting programs may be excluded if the re-
production and distribution are part of the origi-
nal contract. Subsequent reproduction and dis-
tribution shall be handled by Class D and E ac-
tivities.

(2) Supplemental distribution require-
ments are established as follows:

{a) Base VISC libraries may order
additional copies from a General VI library.

(b) Additional copies for direct ship-
ment to user activities, when validated and fun-
ded by major claimants, may be added to distri-
bution plans only after approval by QOP-09BG
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(c) The ICP may distribute additional
copies only if such requests are validated by VI-
MOs and approved by OP-09BG.

4-5 Formats for Distribution Copies. All formats
may not be available for all titles in the VI li-
brary system. Only 1/2” BETA I & II, 1/2” VHS,
8mm and other visual based formats may be
available in most cases in the near future.

4-6 Loan of Copies of VI Productions. The two
General VI libraries may loan copies of VI pro-
ductions as follows:

a. Short term loans are for up to two weeks,
to Navy, other DoD and Federal Government ac-
tivities, and to the United States public (in this
order of priority) without time extensions

b Long term loans (more than 2 weeks) shall
be made only to Navy commands when copies of a
VI productions are required for educational,
training or information programs and will be
used eight or more times during each consecutive
annual loan period. When an urgent loan re-
quirement exists elsewhere, copies on long term
loan may be recalled temporarily. All copies of
long-term loan must be returned to the loaning
library at 12 month intervals to be inspected,
cleaned, and repaired or replaced as necessary.

c. Deployment loans shall last only for the
duration of each deployment. Copies must be re-
turned to the loaning library promptly at the end
of each deployment for inspection, cleaning and
repair.

4-7 Standardized VI Loan Request. Each loan
request should contain the following information
for each title:

a. PIN, followed by any other known identi-
fication numbers;

bh. Production Title;

¢. Alternate Title(s) and PIN(s) (if applicable
and if the production requested is not available),

d. Specify loan format desired and alterna-
tive formats that are acceptable:

c. Desired exhibition date(s);
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f. Alternate exhibition date(s); and

g. Full mailing address of requester, Unit
Identification Code (UIC Required), primary
point of contact including name, signature and
Code, and AUTOVON and Commercial tele-
phone numbers.

4-8 Lloaning Copies of Unclassified VI Produc-
tions

a. Navy commands, other DoD Components,
and other Federal agencies are authorized to bor-
row copies of unclassified Navy VI productions
with certain restrictions.

b. Copies of Navy VI productions designated
“cleared” also may be loaned to the United States
public and state and local governments. Copies
of “cleared” VI productions are available for sale
or rental to the public through the National
Audiovisual Center.

c. Copies of "not cleared” unclassified pro-
ductions may be loaned to DoD contractors in
support of an active contractual requirement.

d. Priority shall be given to naval commands
when insufficient copies are available to satisfy
all requests or when a non-naval loan request
conflicts with naval requirements.

4-8 Loaning Copies of Classified VI Productions

a. Copies of classified Navy VI productions
are restricted to naval and other DoD activities
whose missions and functions require access to
the classified information. The handling and
control of copies of classified productions must
follow OPNAVINST 5510.1H, The Department
of the Navy Information and Personnel Security
Regulation. ’

b. Copies of classified productions may be
loaned to DoD contractors only after their facility
clearance and need to know have been validated.

c. Submit requests for loan of classified pro-
ductions in writing. Include a DD 5§77, Signature
Card, if the requester does not have a current
card on file. The DD 577 must be signed by both
the requester and the authorizing authority, and
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must include the requesters level of clearance,
other special authorizations and a "need to
know” statement.

4-10 Exhibition and Attendance Data. All Navy-
commands report the data concerning audience
and user reaction, effectiveness, information val-
ue and technical content of each used production.
Report the number of times each production is
shown, the number of people viewing, type of au-
dience (e.g., active duty Navy, Reserve forces,
other DoD), other Federal Agency, public, etc.)
and the physical condition of each copy. Include
this information with each copy returned from a
short term or deployment loan. Each command
holding long term loan copies forward this infor-
mation for each copy by the seventh calendar day
of each month to the loaning VISC library.

4-11 Internal Exhibition and Distribution Re-
strictions. The VIMO that validates the require-
ment or that endorses the accuracy of the subject
matter may assign internal naval exhibition re-
strictions to a VI production. These restrictions
may limit the types of activities or specify audi-
ences to whom the production may be exhibited.
Internal distribution restrictions should not be
confused with legal restrictions for a particular
production.

4-12 Copyright Responsibility

a. Copyrighted and proprietary VI produc-
tions which have been acquired and adopted for
Navy use may be exhibited only in the original
format(s) and may not be duplicated. Any use of
V1 productions must comply with United States
Copyright Law (Title 17, U.S Code) and condi-
tions peculiar to each procurement. Unauthor-
ized use or duplication constitutes copyright in-
fringement. The U.S. Government has no gener-
al exemption from copyright infringement liabil-
itv. Users who violate copyright restrictions
may be liable for monetary damages.

h. Copyrighted and proprietary VI produc-
tions may not be louned or exhibited outside of
the Navy or duplicated at any time, unless rights
for exhibition, use or duplication were specifical-
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ly granted to the Navy by the copyright owner
when the productions were acquired or adopted.

4-13 Restrictions Against Alteration and Dupli-
cation. Altering, cutting or duplicating VI pro-
ductions is prohibited without endorsement by
the VIMO and approval by OP-09BG. Report
and turn in altered copies to the ICP. Altered or
cut copies may not be duplicated for distribution.

4-14 Distribution to Foreign Interests

a. Copies of Navy VI productions may not be
loaned to foreign governments, international or-
ganizations, or other foreign interests. Forward
all inquiries to the Navy Office of Technology
Transfer and Security Assistance who will pro-
vide release authority to the NAVY ICP.

b. Copies of Navy VI productions in the cus-
tody of security assistance commands may be ex-
hibited to foreign governments according to au-
thorized disclosure policy, but may not be loaned
to foreign governments.

4-15 Disposal of VI Production Copies

a. Excess copies of VI productions must be
reported by Navy activities to the ICP for disposi-
tion instructions.

b. Worn, damaged, unusable or obsolete
copies of VI productions shall be disposed of ac-
cording DoD 4160.21-M of September 1982 (NO-
TAL), Defense Disposal Manual and changes
made to the inventory records.

4-16 Exhibiting Historical VI Productions

a. "Historical” status is assigned to produc-
tions that may no longer reflect current policies,
procedures, technology, etc., but accurately de-
pict past events that have been determined to
have historical significance. Copies may be re-
tained at the two General VI libraries for loan
because of their historical significance.

b. Before each exhibition or use of "histori-
cal” VI productions, audiences should be in-
formed that the productions do not reflect cur-
rent policy by placing a disclaimer at the begin-
ning of each copy.

V=49

NAVFACINST 7320.3B

OPNAVINST 5290.1A
27 APR 1990

4-17 Requests for Noncurrent VI Production In-
formation. Records of VI productions not listed
in current catalogs are contained in the DAVIS
data bases. Organizations not having access to
DAVIS, or commands that need assistance in se-
lecting appropriate VI productions for training,
information, and other programs should request
information from their VIMO or in writing from
the two General VI libraries. Requests must con-
tain, at a minimum, the following information:

a. Subject area or topic.

b. Learning/Informational objective(s);
¢ Audience.

d. VI copy format desired;

Desired exhibition dates(s); and

-~ o

Requesters identity, command, UIC
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CHAPTER 5
MANAGEMENT INFORMATION SYSTEM

Section A - The Defense Automated Visual
Information System (DAVIS)

5-1 General

a. The ASD(PA) maintains the DAVIS as
the primary source of information for
management and policy decisions, for VI
mobilization, wartime contingency planning, for
budget, manpower, equipment, production and
organization. The DAVIS is the only authorized
DoD VI management information system No
other VI management information system may
duplicate DAVIS capabilities without the
expressed, written approval of OP-09BG,
ASD(PA) and ASD(Comptroller).

b. The DAVIS includes-

(1) A VI production data base that pro-
vides information about production, acquisition,
inventory, distribution, product status, and ar-
chival control of current and obsolete VI produc-
tions. Under the direction of the appropriate
VIMO, designated Navy activities are responsi-
ble for insuring that complete Visual Informa-
tion (VI) Production Reports (DD 1995-2) RCS:
DD-PA(AR)1381 (5290) are entered into the DA-
VIS. The DD 1995-2 is completed and forwarded
by the responsible OPR each time there is a sta-
tus change in a Navy VI production.

(2) A VI resource data base that provides
information about DoD VI activities as reported
on the Visual Information (V1) Annual Activity
Report (DD 2054/1) and the Audiovisual (AV)
Production and Library Report (DD 2054/2)
RCS:DD-PA(A)1438(5290).

5-2 Access to DAVIS

a. Each VIMO will require access to DAVIS
to conduct subject searches, enter, retrieve and
correct data, and for other VI management pur-
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poses. Other Navy commands may be authorized
access after approval by the appropriate VIMO
and coordination with OP-09BG. The ASD(PA)
funds for DAVIS. Navy commands must fund all
other system communication access costs.

b. A DAVIS access identification number
and password are required to gain access.

c. Submit requests for DAVIS access via the
VIMO to OP-09BG. Each request must include:

(1) Level of access required

(a) Retrieve data: This is the level of
access required by most Navy VI activities; or

tb) Retrieve, alter, create, or delete
data This level of access is specifically autho-
rized for OP-09BG as the Navy file manager and
certain other Navy activities as authorized by
OP-09BG;

(2) Complete SNDL address of the re-
questing activity, and the short title acronym;

(3) Type of terminal equipment, physical
location, and BAUD rate(s):

(4) Name of person responsible for termi-
nal operations, including office symbol and tele-
phone number (AUTOVON and commercial);

(5) Estimated hours of use per week;

(6) Proposed means of communicating
with the DAVIS DEC VAX (11/780) computer at
Wright-Patterson AFB, OH. VIMO’s should
communicate with Wright-Patterson AFB at the
address listed in paragraph 5-3, concerning the
compatability of systems Methods of communi-
cuation between remote terminals and the DAVIS
computer include:

{a) AUTOVON:
{b) Commercial long distance.

(c) Wide Area Telecommunications
Service (WATS),

(d) Value-added communications car-
riers (e.g., TYMNET.) TYMNET access numbers
shall be provided by OP-09BG after access has
been approved.
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(e) Defense Data Network (DDN).
The DDN access numbers shall be provided by
INFOCEN, after access has been approved. Use
of DDN as the lowest cost method is prefered
wherever available.

(7) Justification for access to the DAVIS:
(8) Requirements for user training:

d. System ID number and User’s
Name/Password:

(1) System ID is permanently assigned to
a command.

(2) User’s Name/Password is issued to
the activity for the individual operator and is
changed when there is a change in operator per-
sonnel.

e. Most current computer terminal equip-
ment or word processors with ASCII communica-
tion capability, tied to a modem, can be used with
the DAVIS DEC VAX (11/780) computer. Termi-
nal equipment with 1200 BAUD or greater capa-
bility is standard for use with the DAVIS.

f. All DAVIS users must have a copy of the
DAVIS Users Guide (DoD 5040.2-G) and comply
with its provisions. Copies can be obtained from
OP-09BG.

5-3 Training Support for DAVIS Users

a. The INFOCEN, Wright-Patterson AFB,
provides DAVIS BASIS training for authorized
Navy users at no cost (except for travel and per
diem). Upon assignment of the individual ID
number, requests for DAVIS training should be
submitted directly to:

INFOCEN
Wright-Patterson AFB,OH 45433
(AUTOVON-785-6175)
Commerecial (513) 255-6175

b. All authorized DAVIS User accounts are
reviewed every six months to insure that:

(1) primary users have been scheduled
for or have attended DAVIS BASIS training. If
primary users do not attend training within six
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months of receiving their password, that pass-
word will be canceled unless strong justification
is made to OP-09BG; and

(2) the DAVIS access is actively being
used.

Section B - Reports
5-4 Annual Visual Information (Vi) Reports

a. The Visual Information (VI) Annual Ac-
tivity Report, DD 2054/1, shall be prepared by
the VI manager and submitted annually to OP-
09BG, via the VIMO, by all Navy activities as-
signed a DVIAN. The signed report shall be for-
warded via the chain of command in time to
reach the respective VIMO by 15 November.

b. The Audiovisual (AV) Production and Li-
brary Report, DD 2054/2, is also prepared by the
VI manager and submitted annually to OP-
09BG, via the VIMO, by Navy activities that are
assigned a DVIAN that includes VI production
or base VISC library functions. The signed re-
port shall be forwarded via the chain of command
in time to reach the VIMO by 25 October.

c¢. OP-09BG forwards subject report forms
and amplifying instructions to major commands
for further distribution to subordinate VI activi-
ties. Symbol DD-PA(A)1438(5290) applies.

d. The Commander in Chief, U.S. Atlantic
Fieet and the Commander in Chief, U.S. Pacific
Fleet may authorize electronic transmission of
report data to respective VIMO.

e. Command comptrollers shall provide
guidance and assistance to VI managers on the
completion of financial information.

f. Each VIMO shall:

(1) Complete DD 2054/1 and 2054/2 to
report VI resources and expenditures incurred by
the immediate command or headquarters. In-
clude all resources and expenditures for VI pro-
ductions, products or services that directly sup-
port the hcadquarters or products intended for
distribution Lo subordinate activities. Off-the-
shelf purchases that are not reported on a specific



activity's DD 2054/2 must be summarized and re-
ported on a DD 2054/2 for the entire claimancy;

(2) Ensure reports are prepared and sub-
mitted as required for each imaging activity;

(3) Validate all entries on each report for
accuracy. Make corrections before submitting
reports; and

(4) Submit all completed forms and nega-
tive reports as a single package to CNO (OP-
09BG), Washington, DC 20374-1681.

{a) Submit the DD 2054/1 package to
OP-09BG no later than 15 December.

(b) Submit the DD 2054/2 package to
OP-09BG no later than 15 November.

(c) No extensions will be granted.
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g Submit corrections or additions to data
previously reported, via the chain-of-command,
to OP-09BG in the following format-

Report Fiscal Activity
Year UIC
84 00161
Authorization Segment  New
No (DVIAN) Bilock No. Data
NO106 21{a)l $5,000

h. Exclusions from these reporting require-
ments are specified in the basic instruction

5-5 Visual Information (V) Production Re-
port. The Visual Information (VD) Production
Request, Evaluation and Approval Report, DD
1995-1 and 1995-2, is used in the life:cycle man-
agement for all VI productions The form and its
uses are discussed in detail in Chapter 3.
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Chapter 6

Visual Information Equipment and
Material Management

6-1 General. All Navy VI equipment is central-
ly managed and is funded by the Other Procure-
ment (OP) Appropriation. NAVCOMPT guide-
lines prohibit procurement of centrallvy managed
items with Operations and Maintenance (O&M)
Funds. Central procurement provides greater VI
equipment standardization and reduces acquisi-
tion and support costs.

COMNAVAIRSYSCOM provides central
management for Navy VI equipment including
item standardization, managing, cataloging, re-
quirement determination, procurement direction
and approval, distribution. logistics supports.
and scheduling for repair or disposal determina-
tion.

COMNAVAIRSYSCOM directives govern
procedures for the management of VI equipment.
VI Equipment and Material Allowance Lists are
required for all Navy activities and are approved
by OP-09BG after technical review by COMNA-
VAIRSYSCOM.
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APPENDIX A
DEFINITIONS

1. Adopted AV Production. An AV
production produced or commercially acquired
by one Component or Federal agency that a DoD
Component obtains for its internal use.

2. Armament Deliverv Recording Motion
picture, still photography, and video recordings
showing the delivery and impact of ordnance.
This differs from reconnaissance imagery in that
it records the act of delivery and impact and
normally is done by the weapon system
delivering the ordnance. Used primarily for
evaluating strike effectiveness and for combat
crew training. It is also one of the principal
sources of over-the-target documentation in force
employments.

3. Audio. Relating to recording, production, and
reproduction of sound, especially the sound
portion of a VI production (e.g., a motion picture,
videotape, or slide and tape).

4. Audiovisual (AV) Production. An AV
production is distinguished from other VI
productions by the combination of motion media
with sound in a self-contained, complete
presentation, developed according to a plan or
script for the purpose of conveying information
to, or communicating with, an audience.
Includes IVD. (See “VI Production” for the
definition of all other forms of production.)

5. Cable Television System (CATV).
Distributes one or more television programs by
modulated radio frequency or other signals
through a cable distribution system to standard
television or radio receivers of subscribers who
pay for such service. CATYV [acilities are
commercially owned and operated.

6. Closed Circuit Television (CCTV). Point-
to-point signal transmission by cable or
directional radiation where the audicnce is
limited by physical control or nonstandard
transmission.
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7. Combat Camera (COMCAM). VI
documentation covering air, sea and ground
actions of armed forces in combat and combat
support operations, and in related peacetime
training activities such as exercises, war games
and operations (See "Video Documentation”).

8. Commercial Activity (CA). An activity
operated and managed by a DoD) Component that
provides to the Government products or services
which are available from private commercial
sources.

9. Commercial VI Production. A completed
VI production, purchased off-the-shelf, i.e., from
the stocks of a vendor.

10. Computer Generated Graphics. The
production of graphics through an electronic
medium based on a computer or computer
techniques.

11. Contract VI Production. A VI production
produced by a commercial producer under
contract to the DoD.

12. Customer Representative (CR). The CR
represents the requesting Component or Agency
at the production activity, ensures that the script
and production conform to Component or Agency
policy and objectives. has approval authority
over script and production at established
milestones; works with the Component or
Agency’s Technical Advisor and the production
activity’s Project Officer to determine or arrange
for production logistics support (personnel,
facilities and equipment). (See "Technical
Advisor”.)

13. Dedicated VI Activity. A Vlactivity
whose products and services arc provided only to
a specified organization or function. Includes
activities within deployable elements of the
operating forces.

14. Defense Automated Visual Information
System (DA VIS). A standard DoD-wide ADP
svstem for VI management purposes at DoD
Component and major command levels It
includes a production data base covering
production, acquisition, inventory, distribution,
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product status, and archival control of AV
productions and VI materials: and a VI facilities
data base that includes activities, fucilities,
personnel, and funds.

15. Direct Cost. Any item of cost (or the
aggregate thereof) which may be identified
specifically with any objective, such as a product,
service, program, function, or project: usually,
but not necessarily, limited to items of material
and labor. The distinction between direct and
indirect costs is often arbitrary or is based on
convenience and cost accounting simplicity
without sacrifice of reasonable accuracy in
overall costs of specific objectives.

16. DoD Component. Anorganization that is
part of the office of the Secretary of Defense (and
its field activities), one of the Military
Departments, part of the Organization of the
Joint Chiefs of Staff, one of the Defense Agencies,
or one of the Unified and Specified Commands.

17. Electronic News Gathering (ENG). A
form of electronic journalism. The application of
a portable video system to record newsworthy
events.

18. End-Item (Equipment). A final
combination of products, component parts, or

material that is ready for its intended use (e.g., a
photographic enlarger with lenses and negative
carriers).

19. Executive Agent. A DoD Component to
which responsibilities and authority have been
assigned to carry out certain duties centrally
that would otherwise be exercised by the Dol)
Components individually

20. Film or Video Clip. A limited form of VI
product. An assemblage of motion picture
footage or videotape (usually documentary) in
continuity, usually without editorial or optical
effects, and normally without audio except that
recorded during the documentation using single
system sound or video recording. Simple titles
may be used for identification purposcs

Enclosure (1)

21. Graphic Arts. Relates to the design,
creation and preparation of two-, und three-
dimensional visual aid products. Includes
charts, graphs, posters, and visual materials for
brochures, covers, television, motion pictures,
printed publications displays, presentations and
exhibits prepared manually, by machine or by
computer.

22. Identifiable Additional Costs. Costs
incurred to support the customer that are above
the suppliers normal operating costs.

23. Indirect Costs. An item of cost (or the
aggregate thereof)that is incurred for joint
objectives and may not be identified specifically
with a single final objective, such as a product,
service, program, or project.

24 Intelligence Report. A Vlreport. An
assembly of VI documentation prepared to fulfill

a duly assigned responsibility for intelligence
collection, analysis or dissemination.

25. Interactive Videodisc System (IVD). A
visual medium for instructional delivery that
employs the integration of videodisc or compact
disc with computer technolgies to provide a high
degree of interaction between the student and
the instructional program. IVD uses a computer
driven dieodisc or compact disc player to
randomly access selected sequences of frames to
present visually based interactive courseware.

26. Interagency Support. Support provided by
a Military Department or Federal agency for
another Military Department or Federal agency.

27. Vi inventory Control Point (VI ICP). An
organizational unit or activity which is assigned
the primary responsibility for the material
management of VI material, products,
productions, and records. Material inventory
management includes cataloging direction;
requirements computation; procurement
direction; distribution management; disposal
direction; and, generally, rebuild direction.
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28. Joint-Interest Production. A VI
production in which each of two or more DoD
Components share some degree of interest,
contribute support and intend to use.

29, Joint Visual Information Services
(JVIS). Viservices operated and maintained by
a DoD Component to support more than one DoD
organization.

30. Mixed Media. A combination of one or more
VI media and one or more non-VI media, such as
a film strip and accompanying printed material.

31. Motion Media. A series of images, viewed
in rapid succession giving the illusion of motion.
obtained with a motion picture or video camera.

32. Multimedia. A combination of more than
one VI medium used in a single production.

33. Naval Imaging. The collection, processing,
storage, retrieval and exploitation of
representations through photographic, electronic
or electro-optical means in support of Navy
missions and tasks The term includes the DoD
term, "Visual Information”.

34. Original. The initial photographic image,
photographic or magnetic sound recording, or
video recording as compared with subsequent
stages of duplication. Frequently referred to as
record (VI) material.

35. Operational Documentation (OPDOC).

VI documentation of activities to convey
information about people, places and things. It is
general purpose documentation normally done in
peacetime. (See “VI Documentation™).

36. Optical Instrumentation. Use of optical
systems, coupled with photographic or television
recording devices that may include audio, to
record scientific and engineering phenomena for
measurement and analysis. It may include the
recording of data to correlate optical images to
time or space positions, or other engineering
data.

37. Performers. Persons who play drumatic
roles, narrate {on or off screen), pose or otherwise
perform in VI productions.
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38. Permanent VI Record Material. Those VI
products which document the organization,
functions, policies, procedures, personalities,
essential transactions, and significant mission
and support activities of the DoD, a DoD
Component, or a subordinate element thereof.
Includes those VI products containing
information that is unique in substance,
arrangement or manner of presentation;
depicting phenomena, utilizing or depicting new
technology: representing an advance in the state-
of-the-art, and/or having current or potential
value from an historical perspective

39. Photojournalism (P.J). Conveving a storv
through still photography of a significant DoD
event, normally to support the news media or
internal DoD publications.

40. Preprint Material. For motion picture, all
original picture and sound material, organized in
finished, synchronized form us matrices for the
reproduction of projection prints directly from
“A" and “B" rolls or from an internegative. (The
equivalent in video is the edited master )

41. Production Costs. All direct and indirect
costs incurred from the time of activation
through approval of the first acceptance copy of
the production This does not include the cost of
copies for distribution

42. Production Files. The textual records
which pertain to each VI production.

43. Proprietary VI Production. A completed
V1 production, including IVD, acquired from a
proprietary source, either profit or non-profit
Includes commercial VI productions.

44. Ready Access File. A collection of VI
products, in one or more formats, for which there
is a frequent requirement, which are maintained
at a customer service point for issue to
authorized customers at the time of request to
reduce delays in service Once in a ready access
file, items may be kept in this status as long as
demand justifies.
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45. Reproduction. The making of copies from
an earlier generation of VI materials. It includes
all copies beyond the original or master copy.

46. Semi-current Records. Records, not
qualifying as current records, required s0
infrequently in the conduct of current business
that they should be moved to, and maintained by,
a records center.

47. Still Photography. The medium used to
record still imagery: includes negative and
positive images.

48. Technical Advisor (TA). A component or
agency representative having detailed
knowledge of the subject matter of a VI
production requested by a Component or Agency.
He is assigned to assist the production activity by
ensuring technical accuracy of a production
script and the production itself. Additionally,
the TA, with the Command Representative and
the production activity's project officer, is
responsible to arrange for production logistic
support (personnel, facilities and equipment).

49. Technical Documentation (TECDOC). VI
documentation (with or without sound as an
integral documentation component) of an actual
event made for evaluation purposes. Typically,
TECDOC contributes to the study of human or
mechanical factors, procedures, and processes in
the fields of medicine; science: logistics: research,
development, test and evaluation: intelligence;
investigations; and armament delivery.

50. Technical Guidance. Specialized or
professional guidance and direction exercised by
an authority of the naval establishment in
technical matters.

51. Technical Report. A VIreport. An
assemblage of TECDOC (still or motion media)
to report on a single mission or project-related
event.

52. Video. Electronic recording and playback of
imagery.

53. Video-teleconferencing. Two-way
electronic voice and video communication
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between two or more locations; may be
interactive voice and video, or two-way voice and
one-way video: includes full-motion video,
compressed video, and freeze (still) frame video.

54. Visual Information (VI). Use of one or
more of the various visual media with or without
sound. VI includes still and motion picture
photography, video recording with or without
sound, graphic arts, visual aids, models,
displays, visual presentation services, and the
support processes.

55. VI Activity. Anorganizational elementora
function within an organization in which one or
more individuals are classified as VI. or whose
principal responsibility is to provide VI services
VI activities include those that do the following:

a. expose and process original photography,

b record, distribute, and broadcast
electronically (video and audio);

¢. reproduce or acquire VI products:

d. provide VI services;

e. distribute or preserve VI products:

f. prepare graphic artwork:

g. fabricate VI aids, models, and displays;

h provide presentation services or manage
any of these activities.
56. VI Distribution. The cataloging and
distribution process of the central distribution

activities and the loan operations of base VISC
libraries.

57. VI Documentation (VIDOC). Motion
media, still photography, and audio recording of
technical and non-technical events, while
occurring, and usually not controlled by the
reco-ding crew. VIDOC encompasses COMCAM,
OPDOC, and TECDOC.

58. VI Equipment

a. Production Equipment: Items used for the
recording, producing, reproducing, processing,
broadcasting, editing, distribution, exhibiting,
and storing o1’ VL. Includes professional still,




motion picture and video cameras: editing
equipment; telecine equipment, audiotape and
cassette duplicators: computer generated
graphics systems; [VD systems, film and paper
processing equipment: photographic printers.
Most VI equipment is in Federal Supply Class
(FSC) 6700, 5820, 5835, and 58386.

b. Non-Production Equipment: Items used to
maintain, repair, store, retrieve, exhibit or
otherwise provide for the use of VI products.
Includes videotape/disc playvers and television
monitors, slide, film strip, motion picture,
viewgraph, opaque and video projectors.

¢ When items that could otherwise be
identified as VI equipment are an integral part of
anon-VIsystem or device {existing or under
development), they shall be managed as a part of
that non-VI system or device.

59. VI Facilitv. A building or a space withina
building or ship, owned or operated by the
Federal Government, that houses an approved
VI activity. Transportable or portable VI
equipment (such as a video recording van or
portable VI equipment used in a temporary
housing) also shall be classified as a VI facility

60. VI Functions. The individual VI processes
such as production, documentation,
reproduction, distribution, records preservation,
presentation services, V] aids, fabrication of
models and displays, and related technical
services.

61. VI Library. A VI facility which loans and
maintains VI media and equipment.

62. VI Management Office. A staff office at
the CNO, major claimant (MCVIMO), major
command or other management level, which
prescribes and requires compliance with policies
and procedures and reviews operations.

63. VI Materials. A general term which refers
collectively to all of the various VI still and
motion films, tapes, discs, or graphic arts
Includes the original, intermediate and master
copies, and any other recorded imagery
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64. VI Personnel. Personnel possessing
professional qualifications recognized by the
private sector, or the DoD, and performing or
supporting VI functions.

65. VI Production. The process of combining or
arranging any separate audio or visual
product(s) in continuity in a self- contained,
complete presentation that is developed
according to a plan or script for conveying
information to, or communicating with, an
audience. A VI product is also the end item of the
production process The special kind of VI
production that combines motion media with
sound is further defined as "AV production.”
Used collectively, VI production refers to the
functions of procurement, production, or
adoption from all sources. i.e , in-house or
contract production, off-the-shelf purchase, or
adoption from another Federal agency

66. VI Products. VI media elements such as
motion picture and still photography
(photographs, transparencies, slides and film
strips), video and audio recordings (tape or disc),
graphic arts (including computer generated
products), models, and exhibits. The "VI
production” is a unique form of VI product and
usually is addressed separately.

67. VI Records. VI materials, regardless of
format, and related textual records.

68. VI Records Center. A facility, sometimes
specially designed and constructed, for the low-
cost and efficient storage and referencing of
semi-current records pending their ultimate
disposition.

69. VI Report. Vldocumentation assembled to
veport on a particular subject or event.

70. VI Resources. The personnel. facilities,
equipment, products, budgets, and supplies that
comprise DoD VI support

71. VI Services. Those actions that:
a Result in obtaining a VI product.

b Support the preparation of a completed VI
production such as photographing, processing,
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duplicating, sound and video recording,
instrumentation recording, film to video
transferring, editing, scripting, designing, und
preparing of graphic arts.

c. Support existing VI products such as
distribution and records center operations.

d. Use existing VI products, equipment,
equipment maintenance, and activities to
support other functions such as projection
services, operation of conference facilities, video-
teleconferencing, or other presentation systems,

72. VI Support Center (VISC). The Vlactivity
that provides general support to all installation,
base, facility or site organizations or activities

It may include: motion picture. still photo,
television and audio recording for nonproduction
documentary purposes. their luboratory support,
graphic arts, VI library and presentation
services

73. VI Svstem. Equipment or a group of
equipment {including I VDand/or visually based
equipment) which performs a VI function,
produces a V1 product, or provides a Vi service
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APPENDIX B
REPORTS / FORMS

1. Reports The following reports are approved
for 3 vears only from the date of this directive

a. Visual Information (VD) Annual Activity
Report (DD 2054/1), Chapter 2, is assigned Re-
port Control Symbol DD-PA(A)1438(5290).

b. Audiovisual (AV) Production and Library
Report (DD 2054/2), Chapter 3, is assigned Re-
port Control Symbol DD-PA(A)1438(5290).

¢. Visual Information Production Request,
Evaluation and Approval (DD 1995-1 and DD
1995-2), Chapter 3, is assigned Report Control
Symbol DD-PA(D)1381(5290)

2. Forms

a. The following forms are available through
local supply channels per NAVSUP P-2002

{1) Request for Audiovisual Services,
OPNAYV 5290/1 (2-83), S/N 0107-1.F-031-5081

(2) DD 2537, MAR 89,Visual Information
Caption Sheet, S/N 0102-LF-006-9400

(3) DD 1995-1, AUG 87, Visual Informa-
tion Production Request, Evaluation and Ap-
proval, S/N 0102-LF-019-9511.

(4) DD 1995-2, AUG 87, Visual Informa-
tion (VI) Production Report, S/N 0102-LF-019-
9506.

(5) DD 1149, MAR 89, Requisition and
Invoice/Shipping Document, S/N 0102-LF-007-
2300.

{6) DD 577, MAY 88, Signature Card,
S/N 0102-LF-006-1001

b. The following forms are available from
CNO (OP-09BG).

(1) Navy Visual Information Activity
Authorization/Request, OPNAV 5290/3, JUN 89,

(2) Visual Information (VD) Annual Ac-
tivity Report, DD 2054/1, is distributed annually
by OP-09BG to designated Navy Vlactivities.

{3) Audiovisual (AV) Production and Li-
brary Report, DD 2054/2, is distributed annually
hy OP-09BG to designated Navy VI activities.
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SECTION VI

MISSING, LOST, STOLEN, OR RECOVERED (MLSR)

PROPERTY PROCEDURES AND RESPONSIBILITIES

¢ Flow Chart (Figure 6.0)

e SECNAVINST 5500.4C

vIi-1
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Accountable Property
Missing, Lost, Stolen or Recovered
(MLSR) Property Process
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DEPARTMENT OF THE NAVY
Office of the Secretary
Washington, DC 20350-1000

SECNAV INSTRUCTION 5500.4G

From: Secretary of the Navy
To: All Ships and Stations
Subj: REPORTING OF MISSING, LOST,
STOLEN, OR RECOVERED (MLSR)
GOVERNMENT PROPERTY

Ref: (a) DOD 5100.76-M of Sep 92
(NOTAL)
(b) DOD 5200.8-R of May 91
(NOTAL)
(c) OPNAVINST 5530.14B
(d) SECNAVINST 5520.3B
(e) DOD 7200.10-M of Mar 91
(NOTAL)
(f) NAVSUPINST 4440.115G (NOTAL)
(g) NAVSUP Manual, Vol II (NOTAL)
(h) NAVSUPINST 4440.179A (NOTAL)
(i) NAVSUPINST 4610.33C (NOTAL)
(j) NAVSUP Pub 485 (NOTAL)
(k) NAVCOMPT Manual, Vol 111
(1) OPNAVINST 5510.1H
(m) MCO 4340.1 (NOTAL)
{n) OPNAVINST 5530.13A
Encl: (1) MLSR Terminology and Definitions
(2) MLSR Reportable Items
(3) MLSR Formats and Preparation
Guide
(4) Preparation of DD Form 200
(5) Sample Completed Report of
Discrepancy (SF-364)
(6) Sample Completed Report of
Transportation Discrepancy Report
(SF-361)

1. Purpose. To prescribe policy and proce-
dures for reporting MLSR government property
to proper authority within the Department of
he Navy (DON). This instruction has been
substantially revised and should be reviewed

in its entirety.
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24 June 1993

2. Cancellation. SECNAVINST 5500.4F.
3. Discussion

a. Accurate accountability of government
property is necessary and driven by a number
of policy documents Strict accountability for
Arms, Ammunition, and Explosives (AA&E)
by all agencies within DOD is mandated by
reference (a). Reference (b) requires physical
security measures for all government property
and the analysis of loss rates through inventories,
reports of survey, and criminal incident reports
to determine whether losses result from criminal
acts or negligent management.

b. The MLSR program is not intended to
be an administrative burden to participating
commands. The program is simplified by the
use of copies of forms already required by other
directives. The MLSR program maintains the
only centralized data base of Navy property.
This data is available to commanders who wish
to use it to facilitate decision making on where
physical security resources might best be used.
A properly run MLSR program can help identify
losses and loss trends that may go unnoticed
through other material management programs.
The MLSR program requires the cooperation
of both the supply and security departments.
Both departments must work together to identify
material control problems. Although each indi-
vidual report should be reviewed for possible
security weaknesses or impropriety, it is the
“trend” of the reports which should provide the
most convincing data for resource commitment.

4. Policy

a. Efficient management of Navy resources
is a matter of high priority and requires effective
loss prevention and physical security programs.
Each person is charged with safeguarding
government property under his or her jurisdic-
tion. Property issued to individuals does not
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become private property by act of issuance or
possession, but remains public property which
must always be properly safeguarded. Property
losses frequently occur because regulations
relating to proper safeguarding and handling
are not followed. Integral to these programs
is the MLSR reporting system which enables
the DON to centrally track material losses and
1o identify trends and areas where security
enhancements may be required.

b. The Chief of Naval Operations (CNO)
(NO9N1) is responsible for program policy. The
Director, Naval Criminal Investigative Service
(NAVCRIMINVSERYV) is responsible for
program management, NAVCRIMINVSERV
(Code 24), as program manager, shall:

(1) Prescribe format and time frames for
required reports and analysis from Naval Surface
Warfare Center, Crane Division (NAVSURF-
WARCENDIV Crane).

(2) Review, analyze, and identify trends
and provide feedback to requesting commands in
a timely manner.

(3) Initiate actions to ensure information
on deficiencies identified during trend analysis
are provided to CNO subordinate commands.

c. Commands shall ensure that personnel
are held accountable for MLSR property and
shall report MLSR incidents. Reports shall
include an accurate description of circumstances
and identify actions taken to reduce or eliminate
the possibility of recurrence.

d. The commanding officer for each com-
mand shall report all MLSR incidents covered
by this instruction and will use the procedural
direction in reference (¢). MLSR incident
reporting is independent of requests to NAV-
CRIMINVSERYV for assistance per reference (d).

e. Commands shall accomplish analysis of
losses reported as well as other loss prevention
actions under reference (c¢). Requests for data

or trend analysis can be requested from NAV-
CRIMINVSERYV (Code 24), via the chain of
command.

f. It is essential that timely, accurate, and
complete property records be mainained to
account for government material. To enhance
the overall benefit of the MLSR Government
Property Reporting Program, clearly identified
links must be established with command property
management, security, and property survey
groups. Those groups shall eliminate duplicative
efforts within the command such as investigations
and causative research. The command security
officer may function as a financial liability offi-
cer on items for which he/she is not personally
accountable or responsible and will serve as the
financial liability officer for MLSR sensitive items
as well as in all cases where member/employee
culpability is evident. Reference (e) prescribes
the duties and responsibilities of the financial
liability officer.

5. Data Maintenance and Reporting. NAV-
SURFWARCENDIV Crane serves as repository
of MLSR records and statistics for Navy and
Marine Corps property. NAVSURFWAR-
CENDIV Crane shall prepare and submit to
CNO (NO9N1) and other Navy headquarters
commands (Echelon 2 commands) quarterly
loss/gain trend reports for all Navy property.
Reports will be furnished to Headquarters,
Marine Corps (POS-20) annually, or as needed
to fulfill special requests.

6. Action

a. MLSR Reporting. United States Navy
and United States Marine Corps commands shall
report incidents of MLSR government property
following the policy and procedures of this
instruction. Message transmission is authorized
under MINIMIZE for initial sensitive reports.
Property recovered after having been reported
as missing, lost, or stolen must be reported
regardless of whether the recovering command
reported the property missing, lost, or stolen.
CNO and the Commandant of the Marine
Corps (CMC) may issue further implementing
instructions if considered appropriate.
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b. Naval Criminal Investigative Service
(NAVCRIMINVSERY)

(1) Activity/installation level security
officers/ provost marshals shall conduct a pre-
liminary investigation and refer MLSR incidents
involving theft or suspected theft to the nearest
or supporting NAVCRIMINVSERV Resident
Agency or Resident Unit, or Criminal Investiga-
tion Division (CID) office, as appropriate.

(2) DON tenant commands having a
security officer administering the MLSR program
shall report incidents involving theft or suspected
theft to the nearest or supporting NAVCRIMIN-
VSERV Resident Agency or Resident Unit and
the host security officer, as appropriate.

(3) Commands without investigative
capability shall refer theft or suspected theft
MLSR incident reports to the nearest or
supporting NAVCRIMINVSERV Resident
Agency or Resident Unit, as appropriate.

c. Contract Administration MLSR
Reporting. Navy components with contract
administration responsibilities for government-
owned property at contractor or naval facilities
shall require contractors to report MLSR inci-
dents involving government-owned or reimburs—
able property under the procedures and thresh-
olds listed in references (f) through (k). A copy
of MLSR reports will be provided to a designated
government Contract Administration Office rep-
resentative. MLSR reports are required for all
MLSR incidents as prescribed by this instruction.

7. MLSR Reporting Restrictions. MLSR
reports shall not be made directly to federal

or local law enforcement agencies. Information
concerning such property is available to those
agencies through the National Crime Information
Center (NCIC), operated by the Federal Bureau
of Investigation. NCIC operating procedures
prohibit the entry of Navy/Marine Corps serial-
ized property into NCIC based only on the
MLSR report. The entry must be made via
NAVCRIMINVSERYV based on a criminal
investigation.
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8. Reports

a. Report control symbol OPNAV 5500-1
(MIN:CONSIDERED) is assigned to MLSR
property reports submitted to CNO (NO9IN1) and
NAVSURFWARCENDIV Crane (Code 3046).

b. Report control symbol MC#4340-1 is
assigned to MLSR reports submitted to CMC
{Code LPP-2/POS-20) and NAVSURFWAR-~
CENDIV Crane (Code 3046).

c. Reporting requirements are approved for
3 years from the date of this directive.

9. Forms

a. DD Form 200 (2-91), Financial Liability
Investigation of Property Loss. NSN 0102-LF-
011-9100 is available from the Navy Supply
System per NAVSUP P-2002D.

b. SF-361 (3-84), Transportation
Discrepancy Report, NSN 7540-00-965-2403
and SF-364 (2-80) Report of Discrepancy, NSN
7540-00-159-4442, are available from General
Services Administration.

F. B. KELSO, 11
(Acting)

Distribution:

SNDL Parts 1 and 2

MARCORPS Codes PCN 71000000000
and 71000000100

Commandant of the Marine Corps
Headquarters Marine Corps (POS-20)
Washington DC 20380-0001 (50 copies)

Chief of Naval Operations

(NO9B34)

Navy Department

Washington DC 20350-2000 (165 copies)

(continues on next page)
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SECNAV/OPNAYV Directives Control Office
Washington Navy Yard Building 200
Washington DC 20374-5074 (50 copies)

Director

Naval Criminal Investigative Service
(Code 24X2)

Washington Navy Yard Building 111
901 M Street SE

Washington DC 20388-5380 (125 copies)

Officer in Charge

Naval Technical Training Center Detachment

Lackland AFB
San Antonio TX 78236-5000 (2,000 copies)

Stocked:

Naval Aviation Supply Office

ASO Code 103

5801 Tabor Avenue

Philadelphia PA 19120-5099 (2,000 copies)
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MISSING, LOST, STOLEN, OR RECOVERED (MLSR)
TERMINOLOGY AND DEFINITIONS

AMMUNITION - A device charged with explosives, propellants,
pyrotechnics, initiating composition, riot control agents,
chemical herbicides, smoke, and flame for use in connection with
defense or offense, including demolition. Ammunition includes
cartridges, projectiles, bombs, missiles, grenades, mines,
pyrotechnics, bullets, shot, primers, propellants, fuzes and
detonators.

ARMS - Weapons that will or are designed to expel projectiles or
flame by the action of an explosive, and the frames or receivers
of any such weapon.

CLASSIFIED EQUIPMENT - For the purpose of this instruction, any
government hardware or equipment (not documents) designated Top
Secret, Secret, or Confidential or Unclassified NOFORN, and any
Navy Nuclear Power Items (NNPI).

CONTROLLED CRYPTOGRAPHIC ITEMS (CCI) - CCI material is
unclassified, accountable in the Communications Security (COMSEC)
Material System, and is authorized to move through the supply
system.

CONTROLLED EQUIPAGE - Items that receive special management
attention and control because they are essential for the
protection of life or are relatively valuable and easily
convertible to personal use.

EXPLOSIVES - Any chemical compound, mixture or device, the
primary or common purpose of which is to function by explosion.
The term includes, but is not limited to, individual land mines,
demolition charges, and blocks of explosives (dynamite, TNT, C-4
and other high explosives).

GENERAL MATERIAL - Any government property not otherwise defined
under sensitive material.

GOVERNMENT PROPERTY - All property (material, special tooling, or
industrial equipment) owned by, leased to, or acquired by the
government under the terms of a contract, except property to
which the government has acquired a lien or title as a result of
a partial, advance, or progress payment.

INTRANSIT MATERIAL - Material that is in the transportation
system which requires the preparation of either an SF-361 or
SF-364 when discovered MLSR.

LOSS ANALYSIS - Actions taken to compile facts, develop trends

and patterns and other data manipulation concerning gains,
losses, and theft of government property.

vVI-7 Fnclosare (1)
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1.0SS PREVENTION - The protection of Department of the Navy
property against loss through internal and/or external fraud,
theft or error. Loss prevention specifically includes, but is
not limited to, the protection of supplies and equipment in the
storage and issue process, in transit and in use. Loss
prevention measures are instructions, design procedures,
analyses, dedicated resources, and agreements designed to reduce
losses of government property to an absolute minimum.

LOST - Item(s) that cannot be accounted for.

MANUALLY OPERATED WEAPONS - Any firearm requiring operator
assistance to fire each individual round e.g. revolvers, pump
action shotguns, lever or bolt action rifles, etc.

MISSING - Item(s) that are not in their proper place and cannot
be readily accounted for.

NATIONAL CRIME INFORMATION CENTER (NCIC) - A Federal Bureau of
Investigation computerized, on-line information system that
stores and retrieves basic identifier information. United States
Navy transmissions to NCIC originate at Headquarters, Naval
Criminal Investigative Service (DIRNAVCRIMINVSERV). Reports from
Naval Criminal Investigative Service field components regarding
stolen property are transmitted to DIRNAVCRIMINVSERV Headquarters
for inclusion in the NCIC, as appropriate.

PILFERAGE - Continuing theft of small quantities or amounts of
property.

PLANT PROPERTY - Property of a capital nature (consisting of
machinery, equipment, furniture, vehicles, machine tools,
accessory and auxiliary items, but excluding special tooling)
used or capable of use in the manufacture of supplies, or in the
performance of services, or for any administrative or general
plant purposes.

PRECIOUS METALS - All economically recoverable refined silver,
gold, platinum, palladium, iridium, rhodium, osmium, and
ruthenium in bar, ingot, granulation, sponge, or wire form with
an extended value of over $100.

QUARTERLY AUTOMATED REPORTING SYSTEM (QARS) - An automated system
that collects all gain/loss statistics for Marine Corps
mechanized supply accounts.

RECOVERED - An item that is found or discovered after previously
being reported as missing, lost or stolen.

SENSITIVE MATERIAL - Arms, Ammunition, and Explosives, Precious
Metals, Vulnerability Items, or Classified Equipment/Repair
Parts.

Enclosure (1) vVI-8
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STNT,FN - An item that is either missing or lost under
circumstances indicating the possibility of criminal activity.

VULNERABILITY ITEMS - Those items designated in NAVSUPNOTE 5500,
Subj: Vulnerable Materials List, that have been identified as
material that is known to be desired by unauthorized users and

countries.

Fnrlosure (1)
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V EM

1. The MLSR reporting requirements are defined as follows:

(1) Arms, Ammunition, and Explosives (AA&E)

(a) One or more missile or rocket rounds;

(b) One or more machine guns;

(c) One or more automatic fire weapons;

(d) Twenty-five or more manually operated or
semiautomatic weapons (includes revolvers and semiautomatic
pistols);

(e) Ammunition as follows:

l. Over 5,000 rounds (or 20,000 rounds of .38
caliber) or more of ammunition smaller than 40mm; five rounds or
more of 40mm and larger ammunition; and

2. Any fragmentation, concussion, or high
explosive grenade including artillery or ground burst simulators,
or other type of simulator or device containing explosive
materials;

(f) One or more mines (antipersonnel and antitank);

(g) Demolition explosives including detonation cord,
blocks of explosives (C-4), and other explosives.

(2) Vulnerability Items

(a) All items, as listed in NAVSUPNOTE 5500, Subj:
Vulnerable Materials List.

(3) Classified Equipment/Repair Parts
(a) All classified equipment/repair parts, excluding
Communications Security (COMSEC) material as described in
paragraph (3).
(4) Precious Metals

(a) Economically recoverable gold, silver, or
platinum (valued over $100).

(b) Presentation or commemorative silver.

vVI-10 Fnclosure (2)
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b. E I ARE REPOR THE MPLETED
(submission time frames are
established by the applicable Navy Supply Systems Command
instructions).

(1) Navy*

(a) All other AA&E not reportable in the 48 hour
message requirement in paragraph la(l).

(b) All controlled equipage.
(c) All plant account property (major and minor).

(d) All items with a replacement cost greater than
$100.00 that is stolen or suspected stolen.

(*Losses and gains resulting from stock record adjustments will
not be reported as MLSR unless the item(s) qualify under another
reportable category.)

(2) Marine Corps Reportable through MIMMS/SASSY (QARS).

2. Reporting Channels If the applicable NAVSUP instruction
requires a DD Form 200 or SF-364 and the property is missing,

lost, stolen, or recovered, the form, when completed, will be
submitted through the activity security officer as an MLSR report
(see enclosure (3) for format and routing). SF-361 reports will
continue to be routed following reference (i). Message reports
are required in certain cases and will be submitted following the
guidance contained in enclosure (3).

3. arcotic tographi and assifi terial Reportin
Narcotic losses are not included under the MLSR program and shall
be reported as prescribed in Chapter 21 of the Manual of the
Medical Department. Cryptographic items accountable within the
COMSEC Material System are not included in the MLSR program
except Controlled Cryptographic Items (CCI). Incidents involving
missing, lost, stolen, or recovered CCI material in the supply
system must be reported within 48 hours of discovery to
Commander, Naval Security Group Command. Classified printed
material losses are not included under the MLSR program and will
be reported as prescribed in chapters 4 and 5 of reference (1).

Enclosure (2) VI-11
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MISSING, LOST, STOLEN, OR RECOVERED (MLSR) FORMATS
AND PREPARATION GUIDE

1. Reporting Procedures

a. An initial report will be submitted as soon as a loss or
recovery of a sensitive item is established. The fact can be
established by discovery of an incident, receipt of a loss claim,
completion of an inventory, or by any other means.

b. Final MLSR reports in the formats prescribed will be
submitted for all material upon completion of causative research,
investigation, or other inquiry.

c. Navy. MLSR reports shall be submitted in the format
prescribed as follows:

TYPE OF REPORT

TYPE OF

MATERIAL INITIAL FINAL SUPPLEMENTAL*

SENSITIVE MLSR Message DD Form 200** NAVGRAM
SF 364/361**

PROPERTY None DD Form 200** NAVGRAM
SF 364** NAVGRAM
SF 361+

* Supplemental reports are required only if changes occur
after submission of the final report.

** Assign appropriate MLSR accountability number.
Submitted by Navy Material Transportation Office
(NAVMTO) only.

d. Marine Corps. MLSR reports shall be submitted in the
format prescribed as follows:

TYPE OF REPORT

TYPE OF

MATERIAL INTITIAL FINAL SUPPLEMENTAL*
SENSITIVE MLSR Message MLSR Message NAVGRAM
GENERAL - LESS QARS QARS NONE

THAN $10,000

GENERAL - MORE QARS QARS NONE

THAN $10,000

VIiI-1l2
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* Supplemental reports are required only if changes occur
after submission of the final report.

REPORT MESSAGE FORMAT

2. Reporting Format. (Sample of an initial report is provided
at the end of this enclosure).

a. Initial Navy MLSR sensitive material reports are to be
submitted:

FM (Reporting Command)

TO CNO WASHINGTON DC//NO9N1//
NAVSURFWARCENDIV CRANE IN//3046//

INFO (local or nearest NCIS office)

b. Initial Marine Corps MLSR sensitive material reports are
to be submitted:

FM (Reporting Command)

TO CMC WASHINGTON DC//POS-20//
NAVSURFWARCENDIV CRANE IN//3046//

INFO (Chain of command to include responsible command
having custody at the time of loss or recovery,
commanding officer of base(s), provost marshal
(where item may have been lost/recovered))

c. jec ine
Subject Line: (Navy)

MLSR SENSITIVE MATERIAL REPORT (RCS OPNAV 5500-1)
(MIN:CONSIDERED)

Subject Line: (Marine Corps)
AS PRESCRIBED IN REFERENCE (M)
d. The first line of text after references (if any) must be:

For USN: MLSRP/MLSRP/NAVY
For USMC: MLSRP/MLSRP/USMC

e. ACC. The Unit Identification Code (UIC) of the reporting
command. The UIC should be identical to that used for
MILSTRIP/MILSTRAP purposes. The ACC must be on every report.

f. RPTN. The Report Number assigned by the reporting
command. The "RPTN" must be on every report. Incident reports
shall be numbered sequentially by each activity for each calendar
year. Example: 1993/001-INITIAL.

Enclosure (3) VI-13
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g. AAA - Location of the Incident. T1Indicate only the name
of the state/territory if incident occurred in one of the 50
United States and its Territories. Indicate only the name of the
foreign country if the incident occurred there. Indicate the

name of the ocean area if the incident occurred there.

h. BBB - Date of Incident (Mandatory). Use the actual date
of theft, loss, or disappearance, if known; otherwise use the
date the item(s) was last seen. Indicate, with an "A" or "L",
whether the date is actual or last. Denote the date in year-
month-day order. Example: A-93-12-15 or L-93-05-20.

i. CCC - Sensitive Material Description. List each type
separately.

(1) Specify ARMS, AMMUNITION, EXPLOSIVES, PRECIOUS
METALS, VULNERABILITY ITEMS, OR CLASSIFIED EQUIPMENT/REPAIR
PARTS.

(2) Indicate whether the material is MISSING, LOST,
STOLEN, or RECOVERED.

(3) Indicate type of material and quantity. Examples:
20mm cartridge, 5,000 ea.; .50 caliber machine gun, 1 ea.; etc.

(4) Indicate the make or manufacturer.

(5) Indicate the manufacturer's serial number or lot
number.

(6) Indicate the National Stock Number (NSN).
(7) Indicate the full name/description of the item.

(8) Indicate the actual or estimated replacement value of
the item(s).

(9) Indicate the security risk category per reference (n)
(AA&E only).

(10) Indicate the last (first for recoveries) known
location.

j. DDD - Liability. Has individual liability been
established:

(1) Answer "Yes" or "No."

k. EEE - Investigatjon (Mandatory). All missing, lost, or

stolen sensitive material incidents shall be reported to the
nearest or supporting NCIS field component and security
officer/provost marshal, as appropriate.

VIi-14 Enclosure (3)
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(1) Identify NCIS or security officer/provost marshal
concerned.

(2) Date incident referred to NCIS or security
officer/provost ‘marshal, and indicate assumed or declined.

(3) Preliminary action taken by NCIS or security officer/
provost marshal, if known.

1. FFF - Summary. Comments concerning available details
about the incident. Detail the circumstances of loss (e.g.,
forcible entry, robbery, etc.). Detail any security measures or
devices breached.

m. GGG - Point of Contact. Indicate name and phone number

of person to be contacted regarding the MLSR report.

3. Reporting Format. (All other MLSR Property) (See enclosures
(4) and (5)).
a. Navy

(1) DD Form 200s are prepared following references (e)
and (f) (Chapter 6 of reference (e) is attached as enclosure
(4)).

(2) SF-364s are prepared following reference (h).
(3) SF-361s are prepared following reference (i).

(4) Security officers will review the completed DD Form
200s, SF-364s, and SF-36ls to determine if an appropriate
investigation has been conducted. The security officer will
complete the areas marked by an asterisk on the samples in
enclosures (4), (5), and (6) and mail a copy to the addresses
listed in paragraph 4 below.

b. Marine Corps. See reference (m).
4. MLSR Report Routing

a. For Navy. Completed DD Form 200 and SF-364 shall be
routed through the activity security officer who shall make the
following entries (if no security officer billet exists, the
supply or weapons officer should make the entries):

(1) On DD Form 200 and SF-364, assign appropriate
MLSR accountability number in upper right-hand corner of report
form as depicted on enclosures (4) and (5).

(2) On DD Form 200, in Block 10, indicate the date of
NCIS notification on all MLSR incidents involving theft or
suspected theft. Submit copies of the DD Form 200 to each of the
following:

Enclosure (3) VI-15
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Commander

Code 3046
NAVSURFWARCENDIV

300 Highway 361
Crane, IN 47522-5001

and

Chief of Naval Operations
(NO9N1)

Navy Department
Washington, DC 20388-~5380

(3) On the SF-364, in Block 12, indicate the date of NCIS
notification on all MLSR incidents involving theft or suspected
theft. Indicate addressees in Block 15 and submit one copy to
each of the addresses above.

(4) On DD Form 200, indicate in Block 9 the word "STOLEN"
below the "LOST" box if the item(s) meet the criteria.

(5) SF-36ls shall be routed following reference (i) to
Navy Material Transportation Office (NAVMTO). NAVMTO shall, on a
monthly basis, forward a copy of all MLSR SF-36ls to
NAVSURFWARCENDIV Crane (Code 3046).

b. For Marine Corps. As specified in reference (m).

5. Supplemental Report Format. Supplemental reports shall be
submitted by NAVGRAM in message format using the data elements of

the initial sensitive material report when changes occur in the
status of an MLSR after a final report has been submitted.
Previously submitted DD Form 200 or SF-364 reports may be
submitted as a "Recovered" report by overwriting, in bold
letters, "Recovered" on the front of the report. Copies shall be
provided to all addressees that received final reports.
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SAMPLE
MLSR SENSITIVE MATERIAL REPORT

'™ COMPACMISTESTCEN PT MUGU CA//333//
TO CNO WASHINGTON DC//NO9N1//

NAVSURFWARCENDIV CRANE IN//3046//
INFO COMNAVAIRSYSCOM//JJJ//

UNCLAS //N05500//

MLSR SENSITIVE MATERIAL REPORT (RCS OPNAV 5500-1)

(MIN:CONSIDERED)

MLSRP/MLSRP/NAVY

ACC: N61756/PACMISTESTCEN

RPT: 1993/007-INITIAL

AAA: CALIFORNIA

BBB: A-93-12-20

CCC: 1. (1) ARMS (2) MISSING (3) M60 MACHINE GUN, 1 EA (4)
SACO INC. (5) 765432 (6) 1005-00-726-5661 (7) MACHINE GUN
M60E3 (8) A-$6,630.00 (9) 2 (10) ORD MAG 4LC-103.
2. (1) AMMUNITION (2) MISSING (3) 20MM CARTRIDGE, 5,000 EA
(4) HONEYWELL INC. (5) B400 (6) 1305-00-028-6529 (7)
CARTRIDGE, 20MM (8) E-$800.00 (9) 3 (10) ORD MAG 4LC-103.
3. (1) CLASSIFIED (2) MISSING (3) WIDGET, 1 EA (4) JONES
INC. (5) 1234 (6) 9876-54-320-1010 (7) LEFT HAND WIDGET,
SMALL (8) A-3400.00 (9) NONE (10) ROOM 4, BLDG 5, PT MUGU.

DDD: ACCOUNTABILITY: YES, LT W. T. DOOR, SSN: 123-45-6789.

EEE: INVESTIGATION: NCISRU PT MUGU NOTIFIED, S/A A. B. SEA, 93-
12-20, CASE OPENED.

FFF: SUMMARY: DURING INVENTORY OF ORD MAG 4LC-103 ON 20 DEC 93,
ASSETS COULD NOT BE LOCATED. MACHINE GUN AND AMMUNITION
WERE IN SEPARATE BOXES BOUND BY METAL STRAPS. STRAPS WERE
BROKEN WITH NO SUPPORTING DOCUMENTATION. CAUSATIVE
RESEARCH WILL CONTINUE. DOCUMENT NUMBER IS N60034-0024-
B1328.

GGG: POINT OF CONTACT: MR. JOHN DOE, CODE 86, DSN 123-4567,
COMM (123) 456-7890.
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PREPARATION QOF DD FORM 200

A. PURPQSE. The purpose of this enclosure is to provide the
reference (e) instructions for the preparation of the DD Form
200. The DD Form 200 is used to document the financial liability
process for lost, damaged, or destroyed Government property.

When completed, the DD Form 200 is the official document to
support the establishment of debts, relief from accountability,
and adjustment of property records, supply system stock, and
financial records. Having the security officer add an MLSR
number, check the report for any impropriety (notifying NCIS when
necessary) and mailing a copy to CNO and NAVSURFWARCENDIV Crane
constitute the process of making the DD Form 200 an MLSR report.

B. INSTRUCTIONS FOR PREPARATION

1. Dpate Initiated. Self-explanatory.

2. Inquiry and/or Investigation Number. Number assigned Lo
the inquiry and/or investigation in accordance with DoD Component
Instructions.

3. Date Loss Discovered. Self-explanatory.

4. Nation tock Numbe NSN). Enter the NSN(s),
manufacturer's part number, or other identification number(s), in
numerical sequence. If not applicable, enter the word "none."

5. Item Description. Enter the nomenclature of the item(s)
including any serial number(s), model number(s), controlled
inventory item, etc. If the item is nonstandard, give a brief
description sufficient for identification. If only a portion of
an end item is damaged, describe the end item, fully, then
describe the damaged parts. If additional space is needed, a
continuation sheet may be used.

6. Quantity. Enter the number of units and unit of issue
(e.g., 1 each, 2 dozen, 5 pair, etc.).

7. Unit Cost. Enter the cost per unit shown in official
catalogs, supply bulletins, or item records. The specific
reference should be indicated for audit trail purposes.

8. Total Cost. Enter the total cost of all units of each
article listed (block 6. x block 7.).

9. Circumstances Under Which Property Was Lost, Damaged, or
Destroyed. Enter a complete statement of the facts, including
the date and place of the incident. Include the name, grade, and
social security number (SSN) of all persons directly involved.
The statement must answer five basic questions of who, what,
when, where, and how. Identify any appropriate contract
number (s), transaction number(s), control number(s), etc. Add as
exhibits and identify alphabetically within the block, as needed.
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10. ions en t ec Lrcu ces Repor i lo
9. and Prevent Future Occurrences. Include recommended actions
by the accountable and/or responsible officer, and if appropriate
by the financial liability officer, to the appointing and
approving authorities.

11. Individua ompleting Blocks 1. Thro 10. Person
conducting the inquiry.

12. Responsib icer a or Reviewing Authority.

a. Responsible Officer. An individual appointed by
proper authority to exercise custody, care, and safekeeping over

property entrusted to his or her possession or under his or her
supervision.

b. Reviewing Authority. An individual designated in
writing by the approving authority to review and analyze the
results of supply system stock research.

13. Appointing Authority. An individual designated in
writing by the approving authority. The approving authority may
act as the appointing authority. The appointing authority
appoints financial liability officers, if required; approves or
disapproves the recommendations of the responsible officer,
reviewing authority, or financial liability officer; and
recommends actions to the approving authority. The appointing
authority is normally senior to the responsible officer,
reviewing authority, accountable officer, and financial liability
officer.

14. Approving Authority. The approving authority makes
determinations to either relieve involved individuals from

responsibility and/or accountability or approve assessment of
financial liability. The approving authority may act as the
appointing authority or designate an appointing authority in
writing. DoD Component regulations shall designate who may serve
as the appointing authority. The approving authority is normally
senior to the appointing authority.

15. Findings and Recommendations of the Financial Liability
Officer. Enter findings of the financial liability officer along
with a recommendation regarding liability of the involved
parties. Enter the following when the apparent financial
liability cannot be determined during investigation.

a. An indication that negligence on the part of the
individual has not been determined.

b. A recommendation that the investigation be continued
at some future time because of extenuating circumstances.

c. Recommendation for corrective actions.
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d. Recommendation that the individuals involved in the
loss, damage, or destruction be relieved of responsibility for
the property when negligence cannot be established. State the
facts on which the recommendations are based. Proper conclusions
shall be drawn from available facts, not opinions or suspicions.
The financial liability officer must sustain or refute the
statements made in block 9 of the DD Form 200 and any other
statements that are part of the inquiry and/or investigation. Do
not use stereotyped phrases such as "loss or damage in manner
stated." The financial liability officer shall state in his or
her own words how the loss or damage occurred based on the
evidence obtained by the investigation.

e. 1Include a computation of charges, as prescribed by
DoD Component regulations when recommending financial liability.
The computation should show how depreciation was calculated and
other factors used in determining the loss, or reference should
be made to the exhibit on which the computation is recorded. The
results of the computation shall be entered in block 15b.

f. Describe the disposition of the property. Items that
have been classified as "uneconcmically reparable” shall be
turned in to the designated person (e.g.; property custodian,
accountable officer, or Defense Reutilization and Marketing
Service) when released by the financial liability officer or the
appointing authority when a financial liability officer is not
appointed.

g. Recommendations shall be entered immediately after
the findings. The recommendation shall include:

(1) Financial liability to be assessed or relief from
responsibility and accountability. Also, enter in block 15d. 1In
this same area, also for a military member, enter monthly basic
pay in block 15c. For a civilian it shall be one-twelfth of the
yearly salary.

(2) Disposition instructions for any unserviceable
property not previously sent to the Defense Reutilization and
Marketing Service.

(3) State clearly the full name, grade, SSN, and Lhe
amount of the charge, when recommending financial liability.

(4) State if the DD Form 200 may cover the loss,
damage, or destruction of property for which a claim is also
being processed.

h. The recommendations must represent a logical and

equitable decision developed from the facts cited in the evidence
and findings.

vVI-20 Enclosure (4)
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i. Sign the DD Form 200 in block 15j, at.the end of the
recommendations.

16. Individual Charged. Enter in block 16d, the

individual's name and rank or grade when financial liability is
assessed. Enter in block l6e, his or her SSN. 1Initiate
collection action by forwarding a copy of the approved DD Form
200 by transmittal document to the finance officer. All
continuation sheets are to be included and the attachments and
exhibits excluded. The approved DD Form 200 is sufficient to
hold a person financially liable and establish a debt.

17. Accountable Officer. Record document numbers used to

adjust property and financial records. All other blocks are
self-explanatory.

Attachment (1)

DD Form 200 - Sample Financial Liability Investigation of
Property Loss

Enclosure (4) VIi-21
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FINANCIAL LIABILITY INVESTIGATION OF PROPERTY LOSS

AUTHORITY:

PRINCIPAL PURPOSE:

PRIVACY ACT STATEMENT

10 USC 136; 10 USC 2775; DoD trstruction
7200 10; EO 5367

To otficsally repcit the facis and aircumstances
supporting the atsessment of financial charges
for the loss, damage, or destruction of CoD-
controlled property. The purpese of sclic:iting
the SSNis for positive identification

RCUTINE

DISCLOSURE:

(*) MLSR REPORT 1993/01

Voluntary; however, refusal 10 evplain the
carcumstances under which the propenty was lost,
damaged, or destroyed may be consicered with
other factors in determining if an individual will be
held financrally liable.

(Attach addmonalfages 35 necessary)
Televisicn secs

LE A

of a phvsical inventory conduc

discevered -;'sai::g pibi
b

1. DATE INITIATED (YYMMDD) 2. INQUIRY /INVESTIGATION NUMBER 3. DATE LOSS DISCOVERED (YYAit2D0)
930425 2522R293-8746-6T1 930424

4. NATIONAL STOCK NO. S. ITEM DESCRIPTION 6. QUANTITY 7. UNIT COST 8. TOTAL COST

5820-01-079-9536 19" RCA Color Trak Television 03 $298.00 $8%4.00

9. CIRCUMSTANCES UNDER WHICH PROPERTY XoreN=) STOLIN A% | LosT | pamacen | DESTROYED

- m=rracks 128 rooms 122, 123,

ted to update minor plant property reccrcs.
were not secured IAW OPNAVINST 3530.143, para. 0321, to prevent theft.

and 155 as a res:lit

Television

as necessany) A1l perscnn

rooms by anchor pad or bolts.

physically inventoried prlor to checkeut.

10. ACTIONS TAKEN TO CORRECT CIRC tASTANCES REPORTED IN_ELOCK 9 AND PREVENT FUTURE OCCUR ENCES
C"'::C("\g out cI marrackxs now rejulrea to

All televisions to be oennanently secured within
AT, AIR STATICN NOTIFIED 930424, ASSUMED CASE.

(*) NCIS NA

2ve the

nach adaditiorial pages
jas omt e

11, INDIVIDUAL COMPLETING 8LOC HROUGHK 10

a. ORCANIZATIONAL ADDRESS (Unit Designaticn,
Office Symbol, Ease, State/Country, Zip Cote)

NAVAL AIR STATION

NORTH ISLaND, CA 92010

5 TYFED WAME (last, Firre, Middle Initial)
Sample, Eye, M. SK

CGNATURE

1230/.«@@2,, > ue T

12. (X one)

XX | RESPONSIBLE OFFICER {PROPERTY RECORD ITEMS) |

~TREVIEWING AUTHORITY (SUPPLY SYSTEM STOCKS)

a NEGLIGENCE OR AZUSE
EVIDENT/SUSPECTED
(X one)

ail Yes |  [(No

b COMNMENTS/FECOMNAE
Televisions discovered missing upon making morning rounds.

NDATIONS

c. ORGANIZATIONAL ADDRESS (Unit Designation,
Office Symbol, Base, State/Country, Zip Cocle)

NAVAL AIR STATION
NORTH ISLAND, CA 92010

d. TYPED I‘\AME Last, Flrﬂ, M:ddle Initial)
, Jor

e. AUTOVON/DSN KUMEER
476-3731

Py

g DATE SIGNED
930502

13, APPOINTING AUTHORITY

a. RECOMMENDATION
(X one)

X (1) Approve

{2) Disapprove

b. COMMENTS/PATIONALE

£. FINANCIAL LIASILITY
OFFICER APPOINTED
(X one)

XX J(ves|{ Tino

d. ORGANIZATIONAL ADDRESS (Unit Designation,
Office Symbol, Base, State/Country, Zip Code)

NAVAL AIR STATION

NORTH ISLAND, CA 22010

e. TYFED M\ME (Lm First, Middle Initial)
Sea, Arn, LCDR

f. AUTOVON/DSN NUMBER
476-4488

St fi L.

h. DATE SIGNED
930504

14, APPROVING AUTHORITY

. ACTION b. COMMENTS/RATIONALE . . ¢. LEGAL REVIEW
* (X one) Submit coples)to: COMPLETED IF REQUIRED
(*) o0 (N09N1 (X one)
X (1) Approve
) Onapprove NAVSURFWARCENDIV Crane (3046) X Tove ] o
d. ORGANIZATIONAL ADDRESS (Unit Designation, e. TYPED NAME (Last, First, Miodle Initial) {. AUTOVON/DSN NUIMEER
Office Symbol, Base, State/Country, Zip Code) Doe John, J. CDR 476-0001
NAVAL AIR STATION h. DATE SIGNED
NORTH ISIAND, CA 92010 930504
1( jﬂ Qedx. Q.
DD fForm 200, FEB 91 Previcus eomﬁue obsolet Attachment (1% $17083
to Enclosure (4)
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15. FINANCIAL LIABILITY OFFICER

Findings:

8

in

1. BMl Snith failed to properly

&uring the evening resulting
croperly execute assicned
css to govermment.
liable for lecss to covernment.

teried before

gntiy secuwed

a FINDINGS AND RECONMMENDATIONS (Attach additional pages as necessary)

2. Remove fram property book record.

secure television sets
in their theft.
responsibilities resulted

Recormend R¥1 be held financially

Failure

3. A1) oersennel ruet now have their rooms physically inven-
checkout. All televisions have been perman-

WiIThIn SOCOS oy &Gl pé&l Cr DCuls.

b DOLLAR ANMGCUNT CF L{0OS5S

<. MONTHLY BASIC PAY

¢ RECOMMIMENDED FINANCIAL LIABILITY

$894.00 $1,623.00 $894.00
. ORGANIZATIONAL ADDRESS (Unit Designation, | 1. TYFED NAME (Lart, First, Iiddle imtial) 9. AUTOVON/DSN NUMEER

Office Symbol, Base, State/Country, Zip Coce) Jones, John, J. 476-7387
NAVAL AIR STATION h. DATE REFORT SUBMITTED 10 APFOINTING i DATE APPOINTED
NORTH ISLaND, CA 92010 AUTHORITY (YYMMDOD) (YYMMOD) 930424

] STGRETURE k. CAiE SIGRED

% % ") 930501
4

16, INDIVIOUAL CHARGED

BMI Snlth, Jonn, J.°

a. | HAVE EXAMINED THE FINDINGS AND RECOMMENDATIONS OF THE FINANCIAL LIABILITY OFFiCER AND (X one)

[ (1) Submit the attached statement of objection.| xX [{2) Do not intend to make such a statement.

b. | HAVE BEEN INFORMED OF MY RIGHT TO LEGAL ADVICE, MY SIGNATURE 1S NOT AN ADMISSION OF LIABILITY.

c. ORGANIZATIONAL ADDRESS (Unit Designation,
Office Symbol, Base, State/Country, Zip Code)

NAVAL AIR STATION
NORTH ISLAND, CA 92010

d. TYPED NAME (Last, First, Middle Initial)
Smith, Jom, J. BM

e. SOCAL SECURNTY
NUMBER

123-45-6789

1. AUTOVON/DSN NUMBER
476-3731

Q”Gﬁ:ﬁf/{/%&

h. DATE SIGNED
930503

17. ACCOUNTABLE OFFICER

a. DOCUMENT NUMBER(S) USED TO ADJUST PROPERTY RECCRD

b. ORGANIZATIONAL ADDRESS (Unit Designation, c. TYPED NAME RSt Middle Initial) d. AUTOVON/DSN NUMBER
Office Symbol, Base, State/Country, Zip Code) own,s Jameg, P. CDR 427-7877
NAVAL AIR STATION e [SIGNATUR t. DATE SIGNED
NORTH ISIAND, CA 92010 Q) 930504
DD Form 200 (Back), FEB 91
Attachment (12
to Enclosure (4) vIi-23




R)

INAVIAvaitU e e e
SECNAVINST 5500.4G

24 JUN 893

m (*) MLSR Report 1992/08

REPORT OF DISCREPANCY (ROD)

[;] SHIPPING

D PACKAGING

1. DATE OF PREPARATION

01/14/92

2. REPORT NUMBER

N00620~92-0332

3 YO (Nome ond address inciude ZIF Code}

COMMANDING OFFICER
NAVAL AIR STATION
MIRAMAR, CA 92145

NAVAL AIR STATION

4. FROM (Namc ond address, include ZIP Codel

SUPPLY OFFICER (CODE 300)

OAX HARBOR, WA 98278

Sa. SHIPPER'S NAME

Sb. NUMBER AND DATE OF
INVOICE

6. TRANSPORTATION OOCUMENT
NUMBER (CGOL, Waybill, TCN, elc.)

SAME AS ABOQV
OvE N/A N/A
7a. SH)PPER'S NUMBER (Purchase 70. OFFICE ADMINISTERING CONTRACT 8. REQUISITIONER'S NUMBER (Requi-
Order/Shipment, Contract, elc ) sition, Purchese Request, etc.)
N00620-1113-0052
9. SHIPMENT, BILLING, AND RECEIPT DATA 10. DISCREPANCY DATA " 2
UNIT | QUANTITY AC-
NSN/PART NUMBER AND QUANTITY | QUAN. UNIT TOTAL 1] TION
NOMENCLATURE & | SHUPPED/ | meceweo | TiTy | paice | cosT |COPET cone
{a} {b} {c) {a) (3} (o) (3] {0)
7HH 5998010188436 EA 00001 00000 01 688.00 |688.00 {Z1 12
CIRCUIT CARD ASSY
12. REMARKS (Continue on seporate sheet of poper if necessary)

ORDERED ON DOCUMENT NUMBER N00620-1113-0052.

TRANSACTION DATE

92236 WE RECEIVED A

STATUS CARD INDICATING MATERIAL WAS SHIPPED FROM NSC OAKLAND MODE 9 WITH A ESD OF

92198.

(*) NCIS Naval Station

AL NOT RECEIVED TO DATE.

notified 01-20-92, investigation initiated.

) DISCREPANCY CODES

2ACTION CODES

CONOLITION OF MATERIAL
€1 — in condition other 1han that indicated on
ceiease/recCeiol document
€2 — Expired shett life
C3 = Damaged parcel post shipment
SUPPLY DOCUMENTATION
D1 — Not receiveo
D2 ~ tiegible or mutitated
D3 — Incompiete improper Or withoul authority
(Only when receipt cannol be properly

gmceufd)
MISOIRECTED MATERIAL
M] — Addressed 10 wrong activity
OVERAGE/DUPLICATE SruPMENTS
O1 — Quantity tn excess O 1hal 0n rccestt GOCY-
ment
Q2- Quantity in excess of 1nat seauesred (Oriier
then wnit of issue peck)
03 — Quaniity guplicates shipnwent
PACKING DISCREPANCY
P) = improoer preservation
P2 — tmiproper packing
P} — imoroper marking
Pa = Improper unitizaton

PRODUCT QUALITY DEFICIENCIES
Q1 :~Oelicient material (Applicable to Crent A
ond FMS shipments only)
SHORTAGE OF MATERIAL
$) — Quantity less than LnatL on receint document
$2 = Quantity less that that reauested (Other than
wnit of issue pack)
$3 — Nonveceipt 0of parcel post shipments
ITEM TECHNICAL DATA MARKINGS (i.c., Nome
Plates. Log Books, Operoting Hondbooks, Speciol
Instructions, etc.)
T3 — Missing
T2 — (liegibie Or mutilated R
T3 = Precautlionacy O0DEral0N3! MITkings Missing
2 = Ingpeclion Gatd missing Or incomplete
TS = Serviceadbilitly Operating dala missng Or
incomplete
T6 = Warranty 6als missing
WRONG ITEM (ldentify requested item o1 ¢
seporeie copy in lem 9 abouves
W1 = IncOirect item received
W2 =~ Unacceplable substitute
OTHER DISCREPANCIES
2] - See remarky

Disposition instruclions re-
quested (Reply on reverte)
Materiat Deing retyined (Sce
remerks)

Suoporting supply documenta-
1ion requesied

Material il reQuired enpedite
smipment (Nol epplicable io
(FMS) )

Local purchase material 10 he
retwrned 3t supplier’s expense
wniess 013D0IINON INSLFUCTIONY
10 INe CONtrary dre received
within 15 0ays (Reply on re-
werse) (Not epplicodle 1o FAiS)

1A —
18 —
1c—
10—

1E —

Reolacement shipment reouesied
(Not appliceble to FMS)
Rethioment not requned
10 O¢ re-reQuisilioned,
NO 210N reaubted, Informatwwn
ony

O1ner aclion requesies (S
temarks}

)F —
16 — len:
I -

12 —

13. quvowc AND ACCOUNTING DATA

142. TYPED OR PRINTED NAME, TITLE, AND PHONE NUMBIL R OF PRE.

PARING OFFICIAL

I. M. Sample, Receiving Div. Dir. DSk 820-60

14p. SIGN I'UR )
WA

15. OISTRIBUTION ADORESSCES FOR COPRIES

m (*) CNO (NOSNI1)

NAVSURFWARCENDIV Crane (3046)

2>

(* = Information assigned
by activity secvrity
office)

364-10)

(Mrevious oditiun iz oisolcte. )

VIi-24
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16.

FROM:

COMMANDING OFFICER
NAVAL AIR STATION
MIRAMAR, CA 92145

17. DISTRIBUTION ADDRESSEES FOR COPLES

TO:

SUPPLY OFFICER (CODE 300)
NAVAL AIR STATION
OAX-HARBOR, WA 98278

address,

Use window envelope to mail
this document. Insert name and
including ZIP Code,
starting one typing space below
the left dot. Each address line
must NOT extend beyond right
dot. Address must not exceed
four single space typing lines.

19, IN ACCORDANCE WITH NOTICE OF DISCREPANCY ON FACE OF THIS FORM:
a. MATERIAL DOCUMENT NUMBER € €SUBMIT
wiLL NO RECORD OF SHIPMENT. RESUBMIT REPORT TO
ﬁ:g SEEN Dee SHiPPED b, PROPER OF FICE UNDER APPROPRIATE REGULATION.
AN ADJUSTMENT IN BIL L. PROOF OF DELIVERY (Parcel Post
ING HAS BEEN/WILL BE D D INVOICE/BILL Shipments) OR EVIDENCE OF
<. PROCESSED A CREOIT DEBIT 4. ATYTACHED [N SHIPMENT ENCLOSED.
AN ADJUSTMENT IN BILLING FOR THE REPORTEO DISCREPANCY WILL NOT BE PROCESSED FOR THE FOLLOWING REASON
1. WHICH IS CITED IN THE INDICATED REGULATIO!
) REASON FOR NOT PROCESSING 2) PRESCRIBING REGULATION
(3) CHAPTER S OF THE GSA HANDBOOK. DISCREPANCIES OR

(3) DISCREPANCY WAS NOT REPORTED WITHIN THE TIME DEFICIENCIES IN GSA OR DOD SHIPMENTS, MATERIAL,
FRAMES ALLOWED AND/OR OR BILLINGS (FPMR 101-26.8)

(0) DOLLAR VALUE DOES NOY MEET THE CRITERIA PRE- (0) CHAP. 2 ANO/OR 7 OF DOOD 4000.25-7-M MILITARY STAND-
SCRIB IN THE REGULATION OR AGREEMENT INDI- ARD BILLING SYSTEM (MILSBILLS) AND/OR DD 1513, U.S.
cngé?.. ,9.(5 EGULA © € DOD OFFER AND ACCEPTANCE, AS APPLICABLE.

20 THE FOLLOWING DISPOSITION IS TO BE MADE OF THE REFERENCED MATERIAL:
DAYS .
PROCESS FOR DISPOSAL IN ACCORDANCE REPRESENTATIVE WILL CALL FOR DISCUS-
a. WITH SERVICE/AGENCY DIRECTIVES., o. SION CONCERNING DISPOSITION IN:
DAYS
Dn:ram MATERIAL AT NO CHARGE. DMATERIAL WiILL BE PICKED UP IN:
BSH!P MATERIAL (Specify location):
Fo?d [3}} DGBL APPROPRIATION CHARGEABLE:
here
(2} D CHARGES COLLECT-VIA: DFRE!GHT DEXPRCSS DDARCEL POST (S d dh ith
NOTE: l’luu cnelou postage. Mucn}d
. lect
e D PARCEL POST LABEL ATTACHED (4)DFRE|GHT PREPAID cannot be returned Poarcel Post collec
DOTHER (Specify)
OATE
IF MATERIAL IS STILL REQUIRED., REPLACEMENT WITH SATISFACTORY
21. SUBMIT NEW REQUISITION 22. MATERIAL WILL BE MADE ON OR BEFORE:

23. REMARKS (Continue on seporalc sheet of peper if neceasary)

CREDIT DENIED.

MATERIAL WAS SHIPPED AS REQUESTED.

l

PHYSICAL INVENTORY COUNT AND INVESTIGATIVE RESEARCH INDICATES

24a. TYPED OR PRINTED NAME AND PHONE NUM.
8ER OF PREPARING OFFICIALDSN 830-7845

W. T. Hatch, Quality Assurance

24c OATE

01-27-92

e uU.S. G.P.0O.

1981.341-531/1573

Enclosure (5)
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TRANSPORTATION DISCREPANCY 1.0ATE.
REPORT A

: : (*) MLSR Report 1992/01

2 REPORTNUMBERLE

IFB442720101F

FOAM APPROVE,
OMB NO. ©

< 30900093

[J reauest eor inFoamation (aF1)

PART (
D INITIAL NOTIFICATION

D MISCELLANEOUS PROBLEMS

3.70

DCAS Philadelphia
P.0. Box 7478
Philadelphia, PA 19101

4, REPORTING ACTIVITY
Transportation Officer

Travis AFB, CA 94535

S. CONSIGNOR

DCAS Philadelphia

P.0. Box 7478 FEASILY
Philadelphia, PA 19101 453921

6. CONSIGNEE
Same as 4.

V. SHIPPER
ABC Manufacturing Co.
1110 W. 23rd Street
Philadelphia, PA 19105

8. CARRIER ROUTING AND IDENTIFICATION

Acme Lines Trlr NL 250

9. POINT OF ORIGIN

M294790-00-7461

33. OESTINAT(ON 12, BILL. OF CADING WO /TYPE Lt A v {54 3
[ T AL I G AT BN e s - .
SEGBL~M2-023-002 1sES 08T fd S N v
x [+ N R . DAT R .
S#E.?DEE'}: ﬁg@%ﬁg%f . =7 n‘o\'ner‘c::o RIER [18. NAME OF PERSON CONTACTED
s B 3299 Rick Shaw
(] wract 7] eROKENMISSING dnelude desats) » N/A
ADQUISITION . com ISSUE DATA VALUE
DOCUMENT AND/OR MOD!::QD/SﬁCNPTION UNIT UNITS OISCREPANT OR COST
TRANSPORTATION | o0, ARBIOR o NS of | eiLLEDy of
CONTROL NO. . 1SSUE | SHIPPED UNITS WEIGHT REPAIRS
21 25 26 27
AR A O I
Tape Cassette 7» - EA | 200 100
1648-00-4890 " - EA | -—- 100

60 7¢

A P e

Teurigen?

30. REMARKE (See prepere

ion instructions of covering refulation for suggesled informanon}

Carrier: Confirming telephone conversation 13 Sep 92, 10 cartons damaged to be
inspected 26 Oct 92. Also tracing for 10 cartoms short.
Consignor: Furnished priced copy of shipping document.
(*) NCIS Naval Station notified 29 Oct 1992, investigation initiated.
31A,. NA REPARER (Type or print} 318. TITLE
R. U. Donn 0S&D Clerk

31C. TELEPHONE NO.

DSN_874-7492

NS

310. SIGHN URE
A
v

32. REPLY

m (*) = Information assigned by activity security office

JIA. NAME OF RESPONDENT (Trpe or print)

I. M. Sorry

338. TELEPHONE NO.

DSN 835-8713

3IC. ADDRESS

Same as 3.

33E. OATE

3332

NSN 7540-00 965-2403 31307 STRANDARD FORM 361 (REV. D 84¢)
PREVIOUS ECHTIONS USAELC Picjcrived by GSA
R (4} CFR) 30)40.702

Enclosure (6)
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PART Il — (F. POSES) 4. THIS IS ASURVEY DOCUMENT, 3S. OATE
— (FOR CLAIMS PURFO. m ves [ Ino 3342
36. TO:
Commander
US Army Finance and Accounting Center
Attn: FINCH-GBA
Indianapolis, IN 46429
37, RESPONSIBILITY
[xlcarnier [ suerercontractor TEPVHIIPAING M) qeceiver Scify)

[o_—a—_ SRt
38, EXCEPTION NOTED ON CARRIERS DELIVERY
RECEIPTY (If “NO,™ explain in Remariu)

Fves (o

41, INSPECTION DATA

Remarka)

K] ves (o

v T
39. DOCUMENTS ATTACHEDT (I “YES,” list in

40, PHOTOGRAPKHS ATTACHED?

R ves [Jno

42 DISPOSITION DATA
CARRIER INSPECTED {INSPECTION WAIVED REJECTED FEPAIRED AT GOVERNMENT
(Report etiached ) (Weiver attached) (Receid( atiached) D EXPENSE (Blll attached)
ORAL WAIVER (Proside neme, GOVERNMENT INSPECTE
Hifle, end date in Rewarks) (Report atteched) ° D OTHER (Explain in Remerks)
43, RFMARKS (See prepers tion hustructions of comtring letion Jor d Jnf )

Negative results of tracer action on shortage.

Heavy castings loaded on top of fragile records which
were clearly marked caused damage.
No salvage value.

44, DISTRIBUTION OF COPIES

Documents attached:

1. Cy GBL

2. Cy carriers delivery rec.

3. DD Form 250

4. Photographs

5. Carriers inspec. report

6. Msg from Al17493HHC,
non~-receipt of property.

(*) CNO (NO9N1) Bob Smith

4SA. NAME OF PREPARER (Type or priat}

458. TITLE

NAVSURFWARCENDIV Crane (3046)

Transportation Officer

45C. TELEPHONE NO,

DSN 479-7926

{aS0/9GNAYURE

46. ACTION BY REVIEWING OFFICIALS

A_AGOVE ITEMS HAVE BEEN
EXPENDED

[: RECEIVED

8. INVENTORY ACCOUNT

C.CHARGE/TRANSFER TO:

D. ACCOUNTING
CLASSIFICATION

>

E. APPROVED TO HOLD

{Famel.

RESPONSIBLE IN THE AMOUNT OF §

NAME (Type or print) TITLE

F. APPROVING

OFFICIAL SICNATURE

DATE

47. ACTION BY CLAIMS OFFICE

Enclosure (6) VI-27
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SECTION VII

REPAIR AND REPLACEMENT OF EQUIPMENT

¢ Flow Chart (Figure 7.0)

¢ Replacement of Equipment

VIIi-1
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Repair/Replacement Process

Acquisition
Process

Prepare
Item(s) for

1. lf the Item iz @ FIP resource. report the problem o the Neswork Admin Group
2. Y the liom iz not FIP, report the problem 1 the Administration Services Group

Adjust
the
imventory

* fio repair/replace
the issued item)

Figure 1.1

Provide
status
info.

Figure 7.0

Vil-2

( 0 repair/replace
item in siock )

Figure 1.1
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SECTION VII - REPLACEMENT OF EQUIPMENT

The Property Responsible Officer (PRO) will notify the Property Administrator
in writing of property that needs to be repaired or replaced. All plant and
minor property must be either returned to the property administrator or
specific guidance for disposal received from the property administrator before
any property is removed by the PRO.

The following information supplements the repair/replacement process flow
chart (Figure 7.0). 1In all cases, the property administrator will annotate
the property record indicating the status of the property.

Repair and replacement of office machines =- non Federal Information
Processing (FIP) equipment:

a. Machines less than 8 years old [without regard to trade-in or resale
value] should be replaced if a one-time repair or overhaul cost exceeds 50
percent of the replacement cost for a comparable new model.

b. Machines over 8 years old {without regard to trade-in or resale value)
should be replaced if a one-time repair or overhaul cost exceeds 25 percent of
the replacement cost for a comparable new model.

c. Electronic office machines such as dictation equipment should be
replaced after expiration of the warranty if the cost of a one-time repair
exceeds 80 percent of the replacement of a comparable new model.

Repair and replacement of Federal Information Processing (FIP) equipment:

a. The PRO will notify the network administration group as well as the
property administrator when there is a need for repair and replacement of FIP

eguipment.

b. The network administration group will determine if the equipment
should be repaired or replaced.

c. The network administration group and the property administrator will
coordinate the information regarding the status of property to ensure the
property records are current and accurate.

VII-3
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SECTION VI

DISPOSITION OF PROPERTY

e Flow Chart (Figure 8.0)
e Flow Chart (Figure 8.1)
e Flow Chart (Figure 8.1.1)

e Flow Chart (Figure 8.1.2)

e Disposition of Property

Note: See NAVCOMPT Manual, Volume 3, 036304 for additional guidance.

VIII-l
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Excess Process

Use Excess

Process for STOP

FIP Resources
Figure 8.1

Prepare
DD-1342

® = Omd. is intrepreted 10 be the Local activity.

Figure 8.0
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Excess Process for FIP Resources

Figure 8.1.2

Follow
copyright
instructions

Use

FIP Transfer ""»‘

Process
A Figure 8.1.1

* = See ARMS instruction/users manual

Figure 8.1
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FIP Transfer Process

Facilities and Services NDW
Washington Navy Yard
Washingion, DC

Figure 8.1.1
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Transfer Process
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* = Upon Offical Acceptance by DMRO/DSSW

Figure 8.1.2
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SECTION VIII -~ DISPOSITION OF PROPERTY

Disposition of property can be the result of excess property, survey,
reclassification, sale, or gift.

Excess property is personal property no longer needed or in use by the
department /code.

The PRO will promptly notify the property administrator of excess equipment.
All plant and minor property must be either returned to the property
administrator for disposal or specific guidance for disposal received from the
property administrator before any property is removed by the PRO.

The property administrator will notify the network administration group if the
property is Federal Information Processing (FIP) equipment.

The property administrator and/or the network administration group will
determine if the property is serviceable or if the property can be used within
the command. The property administrator is responsible for arranging the
transfer or disposal of property and annotating the property inventory account
only upon receipt of the official Defense Reutilization Marketing Office
(DRMO) or the Defense Supply Service-Washington (DSSW) acceptance of the
property. (References: DoD 7950.1M, DoD 4160.21M, and NAVCOMPT Manual)

The property administrator has the responsibility to ensure the correctness
of documentation, posting of "official" documentation to the property
accounting records, and maintaining the documentation for appropriate
management /audit trail.

Disposition of plant property by reclassification to minor property. Plant
property may be reclassified to minor property based on dollar threshold and
instructions received from Defense Finance and Accounting Service

(DFAS) /NAVCOMPT. NAVCOMPT Volume 3 provides periodic guidance regarding
reclassification.

Disposition of property by means of survey relates to damaged, missing, lost,
or stolen property. Official results of the survey are the means for
adjusting the property accounting records. The property administrator ensures
the documentation is complete and maintains the documentation for

management /audit trail.

Disposition of property by sale or gift generally relates to gifts to the
Naval Academy or donation of computer eguipment to schools. Procedures for
disposition of this nature are addressed in NAVCOMPT Manual/FIRMR and should
also be addressed to Headquarters, NAVFACENGCOM.
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SECTION IX

SAMPLE LETTERS AND FORMS

e Appointment as Property Administrator
® Appointment as Property Responsible Officer

¢ Appointment as Department/Code Property Custodian
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{Command/Activity Letterhead)
From: Commander/Commanding Officer

To:

(Property Administrator)
Subj: APPOINTMENT AS PROPERTY ADMINISTRATOR

Ref: (&) NAVFACINST 7320.4B, Management of Property
{b) NAVCOMPT Manual, Volume I11I, Chapter 6
(c) APAS/PMRS (Performance Appraisal System)

1. You are appointed the Property Administrator for the Command, and as such
are strictly charged with the following responsibilities:

a. Accurately accounting for location of all property and ensuring the
master records for all command property are current and provide the
information required by reference (b).

b. Recording all acquisitions, dispositions, and transfers between
departments/codes or other activities of command property (including computer
items and pilferable equipment).

©. Ensuring backup documents for acgquisitions and disposals are
maintained for audit purposes.

d. Ensuring inventories of property are conducted as required by
reference (b) and such inventories are reconciled with the master property
records.

e. Ensuring excess property is promptly identified and disposal is in
accordance with regulatory guidelines.

f. Ensuring that regulations and instructions pertaining to government-
owned property are current and that any necessary accounting entries resulting
from published changes are promptly recorded.

g. Ensuring PROs and their custodians receive training in the management
of property.

2. As the Property Administrator for the Command, you are placed in a
position of great trust, responsibility, and liability. This trust must be
taken seriously, as culpability may be placed on the custodian of government
property that is missing. You will be held accountable as it relates to your
performance standards.

3. This appointment is effective immediately and will expire upon your
transfer or reassignment.

(Commander/Commanding Offlcer)
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{Command/Activity Letterhead)

From: Commander/Commanding Officer, 2

To:

(Department Head)
Subj: APPOINTMENT AS PROPERTY RESPONSIBLE OFFICER (PRO)

Ref: (a) NAVFACINST 7320.4B, Management of Property
(b) NAVCOMPT Manual, Volume III, Chapter 6
(c) APAS/PMRS (Performance Appraisal System)

1. You are hereby appointed the Property Responsible Officer (PRO) for your
code/department, and as such, are strictly charged with the following
responsibilities:

a. Accurately accounting for location and sub-custody records of all
property within your area of responsibility.

b. Reporting all acquisitions, dispositions, and internal transfers of
property (including computer items and pilferable equipment) in writing to the
Command’s Property Administrator (Code ), within 2 days of action, for
recording in the property management system. Copies of any pertinent
documents initiated by other departments/codes or agencies affecting inventory
accountability must be forwarded to the Property Administrator within 3
working days.

c. Ensuring a physical inventory is conducted and a new signature
obtained when transferring the accountability on property inventory list from
the old to the new PRO, upon transfer, reassignment, or departure from the
command.

d. Ensuring all equipment is affixed with a bar-code label or other
approved identification indicating "Property of U.S. Navy (name of activity)"
ownership and locally established property number.

e. Verifying the condition of the property, turning in all excess and
broken equipment to the Property Administrator for action, and utilizing
existing, available equipment in lieu of new purchases whenever possible. All
Information System equipment and Visual Information equipment must be
processed through the Command’s assigned division and responsible Headguarters
division as required by regulatory guidance.

2. You are authorized to appoint a property custodian(s) to assist in the
day-to-day management of property. However, you are not relieved of your
responsibility or accountability for the property assigned to your
code/department.

3. BAs the PRO for your code/department, you are placed in a position of great
trust, responsibility, and liability. This trust must be taken seriously, as
culpability may be placed on the custodian of government property that is
missing. You will be held accountable as it relates to your performance
standards (contained in reference (c)), i.e., "Organizational
Support...Complies with on-going special emphasis programs in areas of
internal control, integrity and efficiency...". Each employee (military and
civilian) is morally and personally responsible and will be held accountable
for the safekeeping of all government equipment in their custody.

2 EFD, NPWC, NESC, NCBC, EFA
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Subj: APPOINTMENT AS PROPERTY RESPONSIBLE OFFICER (PRO)

Appropriate security measures must be taken to avoid losses. You are to
impress upon your co-workers the critical need for strict adherence to the
rules, plus the exercise of good judgment and common sense. I expect you to
observe the highest standards of professional conduct, maintaining yourself
above reproach at all times.

4. This appointment is effective immediately and will expire upon your
transfer or reassignment.

{(Commander /Commanding Officer)

Copy to:
Property Administrator
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[Command/Activity Letterhead]

From: Property Responsible Officer
To:

(Property Custodian)
Subj: APPOINTMENT AS DEPARTMENT/CODE PROPERTY CUSTODIAN

Ref: (a) NAVCOMPT Manual, Vol III, Chapter 6
(b) NAVFACINST 7320.4A, Section X

1. References (a) and (b) provides comprehensive guidance for the management
of plant and minor property.

2. You are hereby appointed property custodian for Code . Your duties
include the following:

a. Maintaining an up-to-date list of all plant and minor property within
your custodial area by end user, bar code number, make, model, and serial
number.

b. Signing for new property issued to your custodial area.

c. Reporting all changes, e.g., transfer or excess of property to the
Property Administrator.

d. Spot checking the inventory frequently.

e. Conducting an annual reconciliation of inventory with the PA.
3. The Command Property Administrator (Code ) is available to assist you
in this effort, which includes the use of bar code equipment. I suggest that

you seek support from every supervisor and individual in your area to
safeguard our plant and minor property inventory.

(PRO)
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SECTION X

BLANK SECTIONS
(Available for Local Activity Use)

NAVFAC HQ for Inventory Procedures, Receipt/Transfer of Property

The following procedures are used by NAVFAC HQ:
. Inventory Procedures
. Receipt or Transfer of Property by PRO
. Request for Disposition of Excess Equipment

. Property Accounting System Database, Change Request
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INVENTORY PROCEDURES

(The following inventory procedures are utilized by Headquarters,
NAVFACENGCOM )

Annual Inventory Requirement. An annual inventory shall be conducted by each
PRO in coordination with the Property Administrator. The PRO or the Property
Administrator may establish the date for conducting the annual inventory of
property assigned to the code/department.

ocedures duct e vent :

- The Property Administrator will provide the code/department PRO with a
current inventory listing.

= The PRO may appoint the assigned PRO custodian or another individual
within the code/department to conduct the inventory.

- All items on the inventory listing will be physically cited and the
inventory listing annotated.

- The inventory listing shall be annotated appropriately if property is
out for repair or if there are any items missing. The Property Administrator
will be promptly n?tified of any missing property so a search of the master
inventory database” can be effected; a memorandum or an e-mail is sent to all
codes/departments regarding the missing item; and, the Security Officer is
notified. 1If, at the end of 30 days, the missing property has not been
located, the Property Administrator and Security Officer will initiate the
necessary action to report the missing property (Section VI applies).

- All property in the possession of the PRO‘’s code/department not on the
inventory listing shall be added to the inventory listing with the following
information: name of item, serial number, model number, property tag number
(if there is a tag number), and any other descriptive information available.
The PRO must also identify the source of acquisition for the property (i.e.,
another code or field activity, excess property from outside NAVFAC).

- The individual conducting the inventory and the code/department PRO
will sign and date the inventory sheets and provide a copy to the Property
Administrator within 2 working days from the completion of the inventory.

- The Property Administrator will research the master property database
to locate, if possible, the property added to the code/department’s inventory
list to determine where the property was originally assigned.

= The Property Administrator will reconcile the master property
inventory database to reflect the physical inventory within 5 working days
from receipt of the inventory listing from the PRO EXCEPT for those items that
may be missing, lost, or stolen. (Section VI applies)

3 Master inventory database includes historical files. Search should include
purchase records.
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Triennial Inventory Requirement. The triennial inventory required by NAVCOMPT
will be a wall-to-wall inventory and will replace one of the annual
inventories. The triennial inventory shall be conducted by individuals who
are independent of the property management function.

Procedures for conducting the triennial jinventory:

- The Property Administrator will announce the triennial physical
inventory of property in writing at least 30 working days in advance.

~ The Property Administrator will regquest each code/department to provide
an individual to be a member of the inventory team. The inventory team will
be made up of military and/or civilians in grades equivalent to GS 11 and
above.

- Appointment letters will be issued to each inventory team member
advising him/her of the responsibilities in conducting the physical wall-~to-
wall inventory.

- The procedures for the triennial physical inventory will follow the
same procedures established for the annual physical inventory.

- The Property Administrator will conduct a pre-briefing for the
inventory team to provide detailed procedures for conducting the inventory.

- A report of the outcome of the inventory will be prepared for review by
the Commander, Vice Commander, and ESG.

Telephone Inventory - Requirements and Procedures:

- Inventory Requirements. DODINST 5335.1 of 3 Nov 93 requires all
Washington area DOD components to perform an inventory of telecommunications
equipment and, in coordination with DTS-W, conduct a review and validation on
a 2-year cycle. NAVCOMPT Manual, Volume 3, Chapter 6, requires Navy
activities to maintain an accurate record of minor property and to ensure that
is properly safeguarded. Telephones constitute minor property and, therefore,
fall under the provisions of the NAVCOMPT Manual.

~ Telephone Administrative Control Office (TACO). Administrative
management and control of the NAVFAC telephone system is maintained by the
command TACO through the installation, upgrade, repair, inventory, and removal
of telephones, answering machines, pagers and associated equipment.

- Telephone Accountability Officer (TAO). The TAO serves as the NAVFAC
telephone system representative within each code. The TAO has responsibility
to maintain and update the list of telephone equipment within the code, notify
the Administrative Division immediately of changes to the inventory, sign for
telephone equipment issued to the code, conduct random spot checks of the
telephone equipment, and work with the Administration Division on the annual
review and reconciliation of the code’s telephone equipment, and with the
Administration Division and DTS-W on the biennial audit. The TAO will be
appointed in writing by the cognizant Code/Department Head.

- Procedures for Inventory, Receipt, and Transfer of Telephone Equipment.
The TACO and TAO will conduct and control the inventory, receipt and transfer
of telephone equipment following the procedures established for the
administration of minor property.
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RECEIPT OR TRANSFER OF PROPERTY BY PROPERTY RESPONSIBLE OFFICER

[The following procedures are utilized by Headquarters, NAVFACENGCOM)

Receipt of Property: Property delivered by Property Administrator, or
PRO/PRO Custodian picks up property from Property Administrator.

- Property must have label/bar code affixed by Property Administrator
before delivery.

- PRO/PRO Custodian records property in code/department’s property
inventory log.

- PRO/PRO Custodian assigns the property to the end user and identifies the
end user in the code/department’s property inventory log.

Transfer or Disposal of Property:

- PRO/PRO Custodian annotates date and location for transfer of property
within the code/department’s property inventory log.

- PRO/PRO Custodian notifies Property Administrator of property to be
excessed or repaired in writing (a local form may be used).

- PRO/PRO Custodian annotates the status of the property in the
code/department ‘s property records. (If property is turned in for repair, the
code/department should set up a suspense system for tracking the property --
keeping in mind that the code/department owning the property is still
accountable for the property.)

- Property is picked up or delivered to the Property Administrator and a
receipt is provided to the PRO indicating date and condition of the property.
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REQUEST FOR DISPOSITION OF EXCESS EQUIPMENT

From: Code Date

To:

1.

(Property Responsible Officer)

Property Administrator

The following list of equipment is excess to this code. Request action be initiated to inventory and

transfer the equipment to the Property Administrator for disposal.

m——
Property Description of Serial No. Model No. Condition Location, Point of
Tag No. Equipment /Manufacturer Code Contact and Telephone
No.
— ——

Instructions:

a. PRO/Custodian will be notified when the equipment will be picked up.

b. Safety Officer will be notified of any equipment that held or contained Hazardous material. Safety
Officer will provide special instructions for handling the equipment.

c. Condition codes are provided on the reverse side of this form.

d. Delivery of excess equipment to DRMO is by appointment. The Property Administrator will make the

arrangements for delivery.

{Property Responsible Officer] [date]
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Al
A4
AS
A6

B2
B3
B4
BS
B6

Cl
c2
c3
Cc4
CS
cé

D2
D3
D4
DS
D6

E7
EB
E9

F7
F8
F9

G?7
G8
G9

HS
HX

SS

CONDITION

Serviceable
Serviceable
Serviceable
Serviceable

Serviceable
Serviceable
Serviceable
Serviceable
Serviceable

Serviceable
Serviceable
Serviceable
Serviceable
Serviceable
Serviceable

Serviceable
Serviceable
Serviceable
Serviceable
Serviceable

Unserviceable
Unserviceable
Unserviceable

Unserviceable
Unserviceable
Unserviceable

Unserviceable
Unserviceable

Unserviceable

Unserviceable
Unserviceable

Unserviceable

CODE SUMMARY FOR EXCESS EQUIPMENT

{without qualification} / Unused-Good
(without qualification) / Used-Good
(without qualification) / Used-Fair
[without qualification) / Used-Poor

(with qualification])
{with qualification])
{with qualification]
{with gualification]
[with qualification])

{priority)
(priority)
[priority)
(priority)
[priority)
(priority)

/ Unused-Fair
/ Unused-Poor
/ Used-Good
/ Used-Fair
/ Used-Poor

Unused~-Good
Unused-Fair
Unused-Poor
Used-Good
Used~Fair
Used-Poor

NN NN NN

{test/modification) / Unused-Fair
(test/modification) / Unused-Poor
{test/modification]} / Used-Good
{test/modification] / Used-Fair
{test/modification] / Used-Poor

[Lmtd Restora.] / Repairs Reg’d-Good
(Lmtd Restora.) / Repairs Req'd-Fair
(Lmtd Restora.) / Repairs Req'd-Poor

{repairable)
[repairable)
[repairable]

[incomplete)
[incomplete)
[incomplete]

/ Repairs
/ Repairs
/ Repairs

/ Repairs
/ Repairs
/ Repairs

{condemned) / Scrap
{condemned] / Salvage

[scrap) / Scrap

Reqg’d-Good
Reqg’d-Fair
Req'‘'d-Poor

Req’'d-Good
Req’d-Fair
Req’'d-Poor
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CHANGE REQUEST

PROPERTY ACCOUNTING SYSTEM DATABASE

From: Code Date:
To: Property Administrator [Code ]
A. Location Change (From to Bldg/Code , Room )
B. Property Responsible Officer (Code )
C. Department /Code Custodian
Property Serial Change
Account Description Manufacturer Model Number Request
Number (A,B,C)

l¥

(Releasing PRO/Custodian Signature)

(Accepting PRO/Custodian Signature)



	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

